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SJUtdon A Compof^s T»xtSooks. 

PHYSIOLOGIES. 

Hooker^s JFirst Book in JPhyHoiogy* For Public Schools. 

Hooker's New JFhyHoiogy» Revised, corrected, and put 
into the most perfect fonn for text-book use. By J. A. Sbwall, 

M. D^ of the Dlinois State Nonnal Univerrity. 

A 4w of the exoeUendee of these books, of which teachers and others haye 
spoken, are : 1st. Their deamess, both in statement and description, id. The 
skill wiUr'nrhich the inUresHng po^ts of the sabjeet are brought out. Sd. The 
exchision' 6f all useless matter ; other books on this subject having mnch in 
them ^hidi is nsefBl(9tl7 to medical students.. 4th. The exclusion, so Dur as 
is pos^ble, Qf strictly technical terms. 6th. The adaptation of each book to 
itipaiticnlar purpose, the smaller work preparing the scholar to understand 
the ftill derelopment of tl^e subject in the larger one. 6th. In the larger work 
the science />f]Phy8iolbg7 is brought out as it now is, with its recent important 
dis^oVeil^^ utth. Some exceedingly interesting and important subjects are 
Itinyftreatedv which, in other books of a similar character, are either barely 
hinted at or are entirely omitted. 8th. These works are not mere compilations, 
but haye the stamp of oHginaHifff differing in some essential jwints from all 
othe^jwks of their class. 9th. In beauty and deamess of style, which are 
quaB^ffiof no small importance in books for instruction, they wiU rank <u 
models, * 1^ The subject is so presented that there is nothing to ofllend the 
most refined taste or the most scrupulous delicacy. 
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ITS^ Blements of Book^Keeping, embracing single and 
double entry, with a great variety of examples for practice, 
With Key and Blanks. By Joseph H. Palmbb, A.M. 

• AB the prlneiplee are dearly etated, fully illustrated, and extcnsiyely ap- 
plied in a great yariety of examples in eyery-day life, for practice in Book- 
keeping, 

Baimer's Blanks to do. (6 numbers). 

PeUtner's Breictical Book^Keeping. By Joseph H. 
PALMtSB, A.M., Instructor in New York Free Academy. 12mo. 
167 pages. 

Blanks to do, (Journal and Ledger), 

Key to do. 
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J^ COMMERCIAL COURSE OF INSTRUCHION. 



A PALMER'S ELEMENTS OF BOOK-KEEPINQ. embracing Single 

and Double Entry, with a great variety of examples for practice. 

//. KEY TO ELEMENTS OF BOOK-KEEPING, embracing the correct 
figures throughout, in order that any error in the figures of the learner's 
work can readily be detected by the examiner without loss of tima 

THE ACCOUNT BOOKS FOR PRACTICE. 

These embrace five numbers^ each containing exercises, questions and 
suggestions adapted to the course of instniction, with models in penman- 
ship, and cost biit little more than writing-books of the same size and 
quality of paper. The books are sold in Sets or in single numbers ; and 
where they are used a less number of writing -books will be required. Du- 
plicates can be supplied. 

No. 1. CASH BOOK. For the t)\irteen graded cash series of 
Section I, adapt3d to the sixteen graded credit series of Section II, and 
containing exercises for separate papers in writing reports, making out 
bills, letter-writing, etc. 

No. 2. STATEMENTS. For the thirteen graded series of Sec- 
tion III, the twenty graded series of Section IV, and containing exercises 
for separate papers in receipts, notes, orders, duplicated papers, address- 
ing, folding, labelling, filing, wrapping, etc. 

No. 3. DAY BOOK. For the eleven graded sets of Section V, 
adapted to the different books of each independent set, the lines required 
for each book of a set, and containing exercises for generate papers, in due 
bills, certificates of deposit, calculations and papers involved in making 
remittances, etc. 

No. 4. JOURX AL. For the successive journals and balance-sheets 
of the fourteen graded double-entry sets of Section VI, «nd containing 
exercises for separate papers, in marking boxes and packagps, drawing 
artides of agreement, etc. 

No. 5. LEDGER. For the successive ledgers of the fourteen 
graded double-entry sets of Section VI, and containing exercises for sepa- 
rate papers, in partnership settlements, business announcements, letters 
of introduction, etc. 
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THE Tise and abase of mone; are alwafa BubjectB of liit«ieet, and 
have mnch to do in forming the habits of foong peopls. Hone^, 
or the want of it, is so great a factor in life, that to oTeriook it at the 
beginning, Is to ombarrass a lifetime. 

A contented person, whose income exceeds his outlay, is rich; bnt 
another, although his income be manj Umes greater, if his outlay exceeds 
It, is poor. One Is on the wa; to competency, imd the other to poverty. 
If children be^ early to keep a business record, the habit irill become 
fixed, and the promise of usefulness increased; "for the philosophy 
which affects to teach ns a contempt of money does not ran very deep . . . 
for if we take account of the virtues with which money fs mixed vp— 
honesty, justice, generosity, charity, frugality, forethonght, self-sacrifice 
— and their correlative vices, it is a knowledge which goes near to cover 
the length and breadth of humanity ; and a right measure and manner 
in getting, saving, spending, giving, taking, lending, borrowing and 
bequeathing, would almost argue a perfect man." 

A course of study which does not embrace the application of writing 
and arithmetic to bnuness aCeirs is defective, and will, sooner or later, 
lead to disaster. The merchant haa tried young men gradnated from onr 
schools, and fonnd them unable to write a legible hand with facility ; 
incapable of applying arithmetic with accuracy ; ignorant of the prin- 
ciples and practice of book-keeping ; and bis experience is repeated with 
many of onr beet graduates. Their awkward penmanship and uncert^n 
arithmetic, applied to book-keeping — a subject which tbey do not nnder- 
Btand — have placed them at great disadvantage, and tbe qualities, ■obbb. 



IT PBE7AGE. 

and prices of articles bought and sold, add to their confusion. Thej can 
solve difficult problems in mathematics, analyze sentences in gprammar, 
&c., but the qualifications which constitute fitness for business are unde- 
veloped, and they must plod on under the weight of needless difficulties.^ 
The merchant cannot be master of his situation unless he understands 
the principles and details of accounts. The truth is well established, 
that more than ninety merchants in every hundred become bankrupt ; 
that about half of all the estates settled are found insolvent ; and that 
the chief causes are neglect of an early business training, ignorance of 
the qualities and prices of goods, want of industry in the occupation 
chosen, and expensive habits of living. 

Habits of method and accuracy, with their moral and restnuning 
influences, lie at the foundation of character and Buccess. Our exercises 
for practice in book-keeping, are educational and progressive ; giving the 
cash accounts of children, clerks, families, treasurers and others, in order 
to induce an easy and agreeable habit of accounting ; comparing moneys 
received with those expended ; outlays with returns ; and showing, at all 
times, exactly how one stands with the world. The exercises also com- 
prise the transactions of farmers, mechanics, and merchants. The busi- 
ness-like application of penmanship and elementary arithmetic will be 
found productive of many excellent results. The creation and care of 
wealth, form the principal employment of mankind, and accounts record 
tho means, changes and results. Many of our exercises impress the 
well-established fact that promptness, cheerfulness, truthfulness and 
honesty are among the essential qualifications for business. 

The cash, personal and other kinds of accounts are taken as seiMirate 
elements, and the office of each is taught and applied. This is not a book 
of forms only, but one of principles and practice. It Is not limited to the 
making of entries by a book-keeper, but comprises fundamental ideas 
essential to all persons who receive and expend money. Each and every 
separate transaction will, at once, suggest the account to which it should 
be posted. This reasonable basis of instruction avoids those specious and 
pocult roles about giver and leceiyer, owing and being owed, receiving 



PREFACE. V 

value and giving value, Ac., which overlook the purpose of each account. 
It is more than twenty-five years since our " Treatise" on double entry 
book-keeping was first published, and as it is still used in almost every 
public school in the city of New York, and in the Normal College, we 
should express our gratification with the unexpected success of that work 
in the upper classes of schools and academies, The present work, how- 
ever, is designed for quite another purpose. It has been reasonably esti- 
mated that about nine persons in every ten keep their accounts satisfac- 
torily, by single entry; and, as the present work is designed for popular 
use in all intermediate classes of our common schools and academies, 
and as single entry lays the substantial foundation for double entry, we 
have given the requisite space to single accounts, single entry, financial 
statements, &c. The purpose and office of the same accounts being 
identical in both, double entry naturally follows single entry, and we 
have not omitted any of its essential principles. On the contrary, we 
have given in this little book, more double entry gets of books than we 
have seen in any one of the more pretentious works upon the subjex^. 
£ach set is concise, and the learner does not, therefore, become wearied 
before arriving at satisfactory results. Our chief labor has been to prune 
and consolidate our matter, and make it suitable for a school-book. To have 
filled up our book with extensive and tedious forms, to the extent of one 
thousand pages, would have been a much easier task. 

Attention is called, in the very beginning, to the names, qualities, 
varieties and prices of articles bought and sold. The condition and 
changeableness of prices are discussed; and, in addition to the mere 
record of the transactions, we encourage throughout our entire course 
of instruction the personal examination of articles and their ever-varying 
qualities and prices. When the pupils in our common schools and acade- 
mies have mastered and written out the exercises of this book with 
accuracy, neatness and dispatch, the foundation of a commercial educa- 
tion will have been established, and much valuable discipline and knowl- 
edge secured. 

JOSEPH H. PALMER. 

YONKBSRS, N. Y., Map, 1878. 
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AccH or % Account. 

Amt Amonnt. 

Bk. Bank. 

Bal Balance. 

Bo't Bought. 

Bbls. or bs Barrels. 

Bk. B Bank Book. 

B. L BillofLading. 

B, B Bill Book. 

B. P ....Bills Payable. 

B. B. Bills Receiyable. 

Bash, or bn Bushel. 

Bro't Brought 

Clk Clerk. 

Ct. orf Cent. 

C. B Cash Book. 

Co ..Company. 

Com Commission. 

Cr Creditor. 

Cwt Hundred weight. 

C. O. D Collect on Delivery. 

Ds Days. 

D. B Day Book. 

Dft Draft. 

Do The Same. 

Dr... Debtor. 

E. O. E. .Errors and Omissions Excepted. 
E. E Errors Excepted. 

Fol Polio. 

Pwd Forward. 

Inv Invoice. 

I. B Invoice Book. 

Ins Insurance. 

Int ..Interest. 

InvH Inventory. 



Lbs Pounds . 

M. B Memorandum Book. 

Mdse Merchandise. 

Mo .......Month. 

Mem Memorandum. 

No. or % Number. 

N. B Take Notice. 

O. I. B Outward Invoice Book. 

Paym't Payment. 

Pd Paid. 

Per or i* By. 

Per Annum By the Tear. 

Pr Pair. 

Prem. Premium. 

P. &L. Profit and Loss. 

Prox. Next Month. 

B. R. Rail Road. 

Rec^d Received. 

S. B. Sales Book. 

Shlp't Shipment 

St. Dft Sight Draft. 

Sunds Sundries. 

Trans Transaction. 

Ult Last Month, 

Via. Namely. 

Yr Year. 

Yds Yds, 

@ At 

% .Per Cent 

^ Cents. 

£ Pounds Sterling. 

y Check Mark. 

1* denotes 1>^. 

1* denotes \}i. 

1» denotes l}i. 



Mercantile Houses usually have private marks indicating, in cipher, the purchasing 
and selling prices of their goods. Some word or phrase of ten letters is written and 
preserved as the cipher-key. Thus :— 

r e p u b 1 i 
12 3 4 5 6 7 

e e n 2f □ L A 

Then will il or nil or A L denote 76 : r p b, 135, &c. An extra letter, g for example, 
called a repeaUVy is used when a letter is repeated ; as b a a for 699 is written bag. 
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THE METHOD AND THE WORK. 



/. We have endeavored to build op the syetem of inBtraction iii>on elementaiy prin- 
ciples, ayoiding, especially at flrst, all that is either technical or eztraneons. A cash 
account presents elementary ideas of the office of an account ; and wo begin with it, 
reserving the terms Dr. and Cfr. ontll we take np personal acconntii. These terms, as a 
matter of convenience, will then be applied in all accounts. 

<?. The offices of the several accounts are met with, at every step in book-keeping, 
and all other matter is subordinate to them. The examples for practice in book-keeping 
are chiefly upon accounts, and they will serve to unite theory with practice, and secure 
the habits of easy and accurate accountantship. 

«?. We suggest that the learner practice ruling the lines, and making the entries 
upon his slate or loose paper, at the beginning of each subject. Let him work the first 
example over and over again, comparing his work with the illustrated model. The 
extent to which such preliminary work shoald be carried in different classes must be 
left with the teacher. The regular work, with blank books, will indicate the progress 
and excellence of the pnpil^s work. The oral questions are given, only in connection 
with the examples for practice, in order that the learner may see, think, and answer 
intelligently. 

4. The suggestions, examples and questions given, will of course suggest others ; but 
let the given ones in each subject be mastered first A teacher will, occasionally, and at 
the proper time, giv^ additional information and examples adapted to the grade. The 
best results will be produced in a graded course, where sections one and two are taken 
in connection with fhu;tions ; sections three and four, with percentage and its applica> 
tions ; and sections five and six, with ratio and proportion. 

J. Like arithmetic, geography and grammar, book-keeping should be taken up in 
different grades, studied and reviewed throughout the Intermediate course. It (Serves to 
review and utilize writing, orthography, arithmetic and grammar, and ftimishes both 
an intellectual and business discipline. It cannot be taught in a few lessons or with a 
few examples. We have, therefore, given a great variety and number of examples for 
practice, limited to the well-established principles upon which book-keepers do not 
disagree. 

ff. It is essential to fhmish each pupil with a book and a set of blank account books, 
but this is not enough ; the pupU must pursue the order of exercises, answer promptly 
all proper questions upon each example, and finally all the review questions. These 
and similar exercises will unite the principles to their applications, and secure a com- 
mercial education. Our exercises have been found so interesting, in our other book, 
that teachers have f^quently informed us that the truants and all others came to school 
the days on which they had book-keeping. We feel assured that the exercises of thia 
book will be found even more interesting and useftil. 
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CASH AOOOUNTS. 



GENERAL DEFINITIONS. 

Article !• A Transdction is any business operation ; 
as, a purchase, a sale, or an agreement between two or more 
persons. 

3. An Entry is the memorandum or written statement 
of a transaction. An original entry is the first entry of a 
transaction. 

3. An Account is an arrangement of the entries which 
relate to the same subject. It usually embraces two money 
columns. 

4. The Salance of an account is the excess of one money 
column over the other. 

6. A Ledger is a book of accounts. It is the final record 
in business transactions. 

6. An Index to the ledger is an alphabetical arrangement 
of the account-titles with the ledger-page of each. It is kept 
in the beginning of the ledger, or in a separate book, and 
enables us to find any account readily. 

?• Posting is entering transactions under their proper 
account-titles in the ledger. 

8. JRule for Transferring an Account from 
one Page of the Ledger to another. — Add the 

columns, enter their amounts on the same line, and 
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precede them by the words: — To page — . At the page 
referred to, re-open the account with the same account* 
title, the same totals, and precede them by the words : — 
From page — . 

9. Sook'keeping is the art of keeping a systematic 
record of receipts^ payments^ indebtedness between persons, 
gains, losses and memoranda in the creation and care of wealth. 
It is the science of accounts. 

10. Single Untry Book'keeping is the system in 
which each transaction is usually posted to a single account 
only. 

11. Double Entry JSook'keeping is the system in 
which each transaction is without exception posted to two or 

more accounts. 

CASH ACCOUNTS. 

13. A Cash Account shows the sereral items of cash 
received and paid. It is a complete record of cash transactions. 

13. JRelation of the Money Columns. — The cash 
received is always entered in the left-hand column, and the 
cash paid in the right-hand column, whether the columns are 
upon opposite pages, upon opposite sides of the same page, or 
side by side at the right. See pp. 53, 64, 55. 

14. The Cnsh Book. — The cash account is usually kept 
in a separate book called the cash book. In all cases the 
entries should be clear, full, and unmistakable. 

15. Mule for Conducting a Cash Account. — 

Enter in the left-hand money column the cash on 
hand when business commences, and every receipt of 
cash, and enter in the right-hand column every cash 



CASH ACCOUKTS. 11 

payment ; observing to vrrite the phrase on account after 
a person's name when payment is m^ade in part only, 
and the phrase in full when the entire payment is made. 

16, JRule for Balancing the Cash Account. 

First. ,ddd the money colum/ns, siibtract the total pay- 
ments from the total receipts, com^pare the balance of 
the account with the am^ount of cash on hand, and if 
there is a disagreement, endeavor to correct the errors. 

Second. Enter the balance in the less column, write 
the equal totals, draw doiible lines under them, and 
bring down under the left-hand column the exact amount 
of cash on hand for the continuation of business, 

17, A Meport, in book-keeping, is a statement taken 
from one or more accounts, and is usually less formal than 
an account. It should be folded, labelled, and inclosed in a 
wrapper. 

PRACTICE-IN BOOK-KEEPING. 

18, Suggestions to the Learner. 

1. Analyze the transactions in each example before posting 
them to the " Account Books?* 

2. Write in a plain, business style, and draw all lines with a 
ruler. Add, subtract, etc., upon a separate slip of paper. 

3. Practice ruling and writing the model example, and others 
upon slips of common paper, and do not neglect to compare 
the balances of the accounts and reports. 

4. Supply the figures wanted to denote the date, and do not 
erase words or figures in book-keeping, but draw lines through 
them instead. 

5. If a name is wanting, use your own or George or Mar^ia 
Washington, and finally read and explain the ledger entries. 

6. Let every example form a subject for suggestion and dis- 
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cnssion^ closing with questions and topic exercises on the kinds, 
qualities and prices of articles mentioned in the example. 
7. Use red ink, if convenient, in balancing. 

S 

BXAMPLE I. 

19« A young lady at school who keeps an account 
of her receipts and payments, and makes a monthly report to 
her parents, who pay her expenses. 

TBAKSACTIONS. 

Sept. 15, 18**. Cash on hand, $30.00. 
Sept 16, " Paid 1 quarter's tuition, 120.00. 
Sept. 17, " Bought Geography of the Heavens, $1.25. 
. Sept. 18, ^^ Eec'd from home, cash, $5.00. 
Sept. 22, " Paid 1 week's board, $5.50. 

Direction — Balance the account — Balance, $8.25. 

Sept. 23, '^ Bought Caesar's Commentaries, $1.50, 

and 1 pr. overshoes, $1.00. 
Sept. 26, 18**. Eec'd from home, cash, $10.00. 
Sept 29, '' Paid 1 week's board, $5.50. 

Balance, $10,25. On hand, $9.76. 

FORM OF ORAL RECITATION OR ANALYSIS. 

Transaction 1, Sept. 15, 18** • Cash on hand, $30.00. 
Analysis. — Cash is on hand, and it is therefore entered in the left- 
hand, column of the cash account, according to the rule which says^ 
•"Enter in the left-hand money column," etc.. Art. 15. 

Transaction 2, Sept. 16. Paid 1 quarter's tuition, $30.00. 
Analysis. — Cash is paid, and is therefore entered in the right-hand 
column of the cash account, according to the rule which says : " Enter in 
the right-hand column every cash payment." 
In like manner analyze the other transactions. 
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1. The figates used in balancing the above account are the following :— • 

FntsT BAXAircmo. 8EC0in> BALASciNa. 

Bec'd . . 185.00 Bec'd . . |18.25 Balance . . |10.2S 

Paid . . 26.75 Pwd . . 8.00 On hand . . 9.75 

Balance . $8.36 Balance . $ia35 Deficiency . $0.50 

Mfty cents have been nsed or lost, for which no account can be given. 
Obs. i, Art. 167. 
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2. These illastrative forms are given as models for imitation. These 
or similar forms of oral recitation, questions, etc., are to be pursued 
with each example for practice, 

3. The following order should be carefully observed : — 
lit. Analysis of each transaction. 

M. Posting and balancing. Questions, etc. Use Acct. Book No. I. 
Sd, Making out a report, if necessary, with letters to accompany. 
^Ti, Stating the transaction from its ledger entry. 
5th, Discussion of the names, qualities, prices, etc 
6ih, Review of all preceding matter. 
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QUESTIONS OK EXAMPLE I. 

1. Wliat does the first column of the accoont contain ? The second ? 
The third? The fourth? The fifth? 

2. Explain the first balancing in the account ? The second balancing ? 
The agreement in the first? The disagreement in the second? The 
report? 

3. How did you find the $35.00, $26.75, $8.25 ? $18,25, $aOO, $10J35, 
$9.75 ? 

4 Beview, — ^What is a transaction? An entry? An account? The 
balance? A ledger? An index? Posting? Bules for transferring 
an account ? etc. 

SUGOESTIVE EXERCISES. 

20. Qualities and Prices of Articles^ 

1. What are the kinds and prices of overshoes? Ans. Rubbers for 
children and adults from 50^ to $1.00, Alaska's $1.00 to $1.50, Arctics 
$1.00 to $2.00. 

2. What conditions regulate the price of board ? Tuition ? Books ? etc. 
8. Let the pupils bring in a price list of articles bought from a farmer, 

gardener, grocer, stationer, dry goods store, hardware store, etc. 

Prices are continually changing according to the demand and the sup- 
ply. Oats, selling at 50^ a bushel, rise to W or 70)^ when the supply is 
short, and fall to 40^ or even 30^ when the supply is greater than the 
demand. 

21* Wholesale and JRetail Prices. — If the wholesale 
price of an article is $1, the retail price will usually be from 
$1.20 to $1.50. The wholesale dealer sells in large quantities, 
and the retail dealer in small quantities suited to the wants of 
individuals or families. 



EXAMPLE II. 

23. A young gentleman at school. He keeps a cash 
account and reports monthly to his parents. 
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TBAKSACTIONS. 



Feb. 1, 18**. Cash on hand, 160. 

Feb. 3. Paid tuition at Andover, $15 ; bought Cooper's 
Virgil, $2.50 ; Latin Lexicon, $5.00. 
Feb. 8. Eec'd caflh from home, $10.00. 

Balance the account — Balance, $4.7,50. 

Feb. 9. Paid last week's board, $5.00, and received cash from 
home, $15.00. 

Feb, 12. Bought High School Astronomy, $1.25 ; stationery, 
$1.00, and paid one week's board, $5.00. 

Balance the account — Balance, $50,25. 

Feb. 20. Bought 1 pair boots, $12.00 ; rec'd from home 
$10.00, and paid one week's board, $5.00. 

Feb. 29. Bought 1 pair gloves, $1.25, and paid one week's 
board, $5.00. 

Balance, $87.00, Make out a report 



EXAMPLE III. 

33. Ma/iry^8 Cash Transactions. — Children able to 
write are often intrusted with small sums of money on condi- 
tion that they shall keep an account of their receipts and pay- 
ments. The account is shown the parents and made the sub- 
ject of consideration before each subsequent advance is made. 
The privilege of expending money imposes the duty of account- 
ing for it. Account title : — Mary^s Cash Account. 

TBA2q'SAOTI02q'S. 

April 1, 18**. Eeceived from father, $3.50 ; bought 1 pair 
sleeve buttons, $1.50; two pair cuffs @ AQf (a pair), and 
pocket knife, bW. 

Balance the account — Balance, 70f. 
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April 9. Bought 1 crochet needle, 15^ ; rec'd from father, 
$2.00 ^ bought a pocket-book, 75/^ ; 4 oz. worsted @ 20)^, and 
3 spools cotton @ 'if. 

Balance the account — Balance, 79f. 

April 17. Bought 1 button-hook, 10/^ ; 3 papers of pins @ 10;^; 
lec'd from mother, $2.50, and bought 6 yds. muslin @ 18^. 

Balance the account — Balance^ $1.81. 

April 23. Bought 1 needle case, 75^ ; 3 linen collars @ 16^ ; 
rec'd from father, $3.00 ; bought 1 pair gloves, 50)^, and 3 yds. 
ribbon @ bOK 

Balance, $1.58. 

This young ladj will soon be able to keep her father's accounts, which, 
as Dr. Franklin said, will be more useful than either music or dancing, 

EXAMPLE IV. 

34, J'ohn^8 Cash Account^ having the same purpose 
as Example 3. 

TBAKSACTIONS. 

Sept. 1, 18**. Cash from father, $3.00 ; bought a slate and 
pencil, bOf ; blank-book, ^W ; "Game of Authors,'* 35^, and 
a leather strap, 2bf. 

Balance the account — Balance, $1,50. 

Sept. 10. Bought 1 child's steam-engine, $1.00 ; rec'd cash 
from father, $2.00 ; bought 1 box of writing paper, 75)^. 

Balance the account — Balance, $1.75. 

Sept. 18. Bought Practical Arithmetic, $1.00 ; rec'd cash 
from father, $10.00, and bought 1 pr. boots, $8.00. See 
Example 1, pp. 12, 13, 14. 

Balance, $2.75. On hand, $2.00. 
Sept. 23. Paid for a necktie, 7bf ; bought half a dozen lead 



ft 



18 ELEMEin^S OP BOOK-KEEPIIJI^G. 

pencils^ 50^ ; rec'd cash from mother, $1.50, and bought 
4 handkerchiefs (^ 26f. 

Balance, S1.2S. On hand, $1.00. 

Children acquire habits of usef ulnees by* attention and helpfulness to 
their parents, and learn, bj observation, that the habits of the child 
become the confirmed habits of the adult, and that character is made up 
of habits. (See Pabner's " ChSia% Oath and Memorandum Book.") 

EXAMPLE V. 

25. A Western hoy^ seeking his fortune, was a model 
in his purposes and character. He left home with but $5.50, 
went to St. Louis, roughing it by the way, took the lowest 
position in a large dry goods store, and by industry, temper- 
ance and honesty, adyanced step by step, until he became the 
senior partner. 

TBAKSACTIOKS. 

April 23, 18**. Eec'd pay for 6 days work ® 60^. 

April 30. Pay for 6 days work @ 50^. 

May 1. Paid lunches by the way to St. Louis, 30^. 

May 4. Eec'd pay for 3 days work, by the day, ® 60^, 

May 5. Paid for lunches on the way, 35/^. 

May 6. Paid for lodging at cross-roads, 25/, and for lunches 
on the way, 35/. 

May 10. Bec'd for shoyeling coal 3 days @ 75/, and paid 
for lunches, 45/. 

May 11. Paid railroad fare, $3.25, and 30/ for lunch in 
St. Louis. 

Balance the account — Balance, $1^.00. 

May 19. Paid for lunches, 35/, and for lodging, 50/. 
May 25. Bec'd for a week's work at the store, 16, and paid 
lor 1 week's board, $4, 
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May 26. Eec'd for work at the store, $6, and paid 1 week^s 
board, $4. 

May 28. Paid for a hat, 76f ; linen coat, 11.25, and for a 
pair of shoes, 12.50. 

Make a report On hand, $2.65. 

It is best to begin down at the lowest position and work joor way np 
in the world, earning your own money and paying your own way, con- 
sulting your friends, but seldom depending upon them. 

EXAMPJ-E VI. 

36, A clerk in a storey who lives within his income, 
makes himself more useful every week, and will not allow his 
expenses to increase faster than his wages. 

TBANSACTIOlSrS, 

Nov. 1, 18**. I have cash on hand, ^50.00. 
Nov. 5. Paid for an overcoat, $20.00 ; paid for pew rent, 
$10.00, and bought a hat, $5.00. 
\ Balance the account — Balance^ $16.00. 

Nov. 8. Paid my board for last week, $5.00 ; bought 1 um- 
brella, $2.00. 

Nov. 15. Rec'd 1 month^s wages, $40.00, and paid a week's 

board, $5.00. 

Balance, $IiS.OO. On hand, $Jfi.OO. 

Nov. 16. Lent father $25.00. 

Dec. 15. Rec'd 1 month's wages, $40.00, and paid 6 weeks* 
board, $25.00. 

Balance, $80.00. On hand, $28.00. Make a report. 

The yonng clerk often bas to lodge in a room over tbe store, or, late 
at night, make np bis bed at one end of it. He can usually get his meals 
with some one of his customers at a moderate rate. Such self-denial will 
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aid in self -oontrol, and his early savings will create and fix liabits of 
economj. • He should be bright^ apt, honest and intelligent, and always 
careful to avoid idle and vicious company. 

BXAMPLB VII. 

27. A Vacation Tour^ to Lake Superior, in which 
the tourist itemizes the receipts and expenses of the journey. 

TBAKSACTIOiq^S. 

Aug. 1, 18**. Cash qn hand, $100.00 ; bought ticket to 
Detroit, $20.00. 

Aug. 2. Paid for meals by the way, $4.00. 

Aug. 3. Expenses at Detroit, 15.00. 

Aug. 4. Fare to Sault St Marie, $15 ; Expenses at Port 
Huron, 12. 

Aug. 17. Board at the Chippewa House, $21.00. 

Balance the account — Balance, $SS,00. 

Aug. 17. Fare to Marquette, $10.00. 

Aug. 24. Paid board at Marquette, $1400 ; rec'd from New 
York, $50.00 ; expenses at fishing excursion, $2.00. 

Aug. 25. Bought ticket for Chicago, $12.50. 

Aug. 30. Paid expenses in Chicago, $5.00 ; bought ticket 
for New York, $22.00. 

Balance the account — Balance, $17,60. 

Sept 5. Paid expenses at Niagara Falls, $15.00 ; rec'd from 
New York, $25.00. 
Sept. 10. Other expenses to New York, $5.00. 

Balance, $22.60. On hand, $23.60. 

Traveling for self -improvement is a kind of schooling ; one person 
will observe many things, converse with many people and learn much, 
while another will see and learn but very little. When the will or pur- 
pose is not trained into proper habits, a person while selling goods may 
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be thinking about attending the circus, and while attending the circus 
he will think about selling goods, thus deriving neither pleasure nor 
profit from either. 

EXAMPLE VIII. 

28. The expenses of a family where cash is set 
apart from time to time for the ordinary expenses. This 
acconnt furnishes subjects for information, discussion and 
reflection, which wiU serve to guard against extravagant and 
expensive habits of living, 

TEANSACTIOIifS. 

May 10, 18**. Eec'd cash for family expenses, $35.00. 
" '^ Paid Mary Langdon in full to May 1st, $12.00 ; 
steak, 5 lbs. at 22^. 

May 11. Bought bread and cake, 56^ ; bath brick, 10^ ; 
brown sugar, 8 lbs. @ 10^ ; steak, 6 lbs. @ 20^ ; peaches, 
2 cans @ 4cW ; cheese, 4 lbs. @ \%\f. 

May 12. Bought butter, 4 lbs. @ 30)^ ; eggs, IJ dozen @ 28/^; 
fish, 7 lbs. @ Ibf ; Java coffee, 3 lbs. @ Zbf ; potatoes, 2 bush- 
els @ tbf. 

May 13. Bought granulated sugar, 10 lbs. @ 11^ ; black 
tea, 5 lbs. ® ^hf ; beef, 9 lbs. @ Itf. 

Balance^ $5.3^. 

It is better to live sparingly and deny one's self than to run into debt or 
trade on borrowed money. Running into debt is entering into danger — 
borrowed money goes easily and quickly. It is sometimes difficult to pay 
as we go, but that difficulty is increased when we have to meet arrears 
besides ; the two difficulties produce embarrassment^ and payments are 
made only by borrowing again and again, and finally anxiety to pay is 
Bucceeded by efforts to get rid of paying at all. With the same income 
and expenses one man will be rich and another poor, according as he 
lives within his income or beyond it (See Palmer's ** Hotm BooMceeping 
and Bxpense-Book") 
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EXAMPLE IX. 

39. Ladies^ Umploy^nent Society provides sewing 
for the suffering poor, and aids them by friendly counsel, 
advice and gifts. It solicits money and material from benevo- 
lent persons, and makes articles of clothing, most of which are 
given to the destitute, or sold to them at a low rate. 

1. At the monthlj meetings, the treasoier reports the receipts and 
expenses, and the committees on visiting, purchasing, catting and dis- 
tributing make their reports. From the monthly reports the secretary 
and president make quarterly reports. Under the word cash we write 
*' Ladies' Employment Society/' 

2. This society also endeavors to protect sewing women and others from 
oppression by their employers. 

TEANSACTIONS. 

Nov. 1, 18**. Cash on hand, $600.00; rec'd from "a 
friend," $5.00. 

Nov. 3. Bought 1 piece of muslin, 40 yds. @ 12f ; reo'd 
initiation fees, $19.00. 

Nov. 4. Received from the sale of garments this day, $30.00, 
and bought cotton, needles, etc., $2.50 ; rec'd interest on 
deposits to Nov. 1, $17.45. 

Nov. 6. Donation from Mrs. Page, $10.00. 

Nov. 10. Paid women for sewing, $95.00. 

Nov. 12. Eec'd from sale of garments, $80.00. 

Nov. 13. Bought 125 yds. flannel ® SOf ; reo*d from sal^ of 
garments, $10.00. 

Nov. 15. Bought 1 piece muslin, 45 yds. ® 12^. 

Nov. 16. Sold garments, $25.00. 

Nov. 17. Paid women for sewing, $125.00. 

Nov. 20. Eec'd Cash from N. B. Wells, $30.00. 

Nov. 23. Eec'd from sale of garments for one week, $100. 
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Nov. 24. Paid $5.00, the legal expenses for collecting Mrs. 
Fay's bill from Sharper & Co. 
Nov. 26. Donation of Mrs. Stone, 110.00. 
Nov. 27. Donation of Mrs. Norton, 15.00. 
Nov. 29. Eec'd from sales of garments, $25.00. 

Balance^ $691J25. Make a report. 

EXAMPLE X. 

30. IHstrict School Treasurer. — The legal voters 
of a school district authorize the trustees to levy a tax lor the 
support of the school. 

The collector collects the taxes and pays the moneys to tlie treasurer, 
who gives a bond for the faithful performance of his duties, and renders 
a report of his receipts and payments. Under the word cash we write 
" School District No.* ." (For the form of a bUl, see page 51.) 

IBANSAOTIOHS. 

Oct. 1, 18**. Balance on hand, $35.00. 

Nov. 1. Eeceived from collector, $100.00 ; paid teacher 1 
month^s wages, $75.00, and paid bill for school-books, $25.00. 

Dec. 1. Eeceived from collector, $250 ; paid teacher, $75.00 ; 
bill for fuel, $30.00, and bill for a new stove, $25.00. 

Dec. 24. Paid teacher, $75.00. 

Balance the account — Balance, $80,00. 

Jan. 10. Eeceived from collector in full, $500.00. 

Jan. 31. Paid teacher, $75.00 ; paid bill for repairs, $20.00. 

Feb. 28. Paid teacher, $75.00. 

March 31. Paid teacher, $75.00. 

Balance the account — Balance, $835,00. 

April 30. Paid teacher, $75.00. 
May 2. Paid for cleaning school-house, $2.50. 
May 31. Eeceived from supervisor : — for teacher's wages, 
$184.20 ; for library books, $4.65 ; paid teacher, $75.00. 
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June 30. Paid for school-books, $25.00 ; paid teacher^ I75.00. 

Balance the account — Balance, $271.35. 

July 31. Paid teacher, $75.00. 

Aug. 20. Paid for school-books, $23.35 ; paid for library, 
$4.65. 
Aug. 31. Paid teacher, $75.00 ; paid for cleaning, $2.50. 
Sept. 30. Paid teacher, $75.00. 

Balance^ S15SS, Make a report. 

A correct cash accoimt will show all the items of cash income and 
expenditure. 

BXAMPJLE! XI. 

31. A JEUrmer^s Cash Transactions.-'The success- 
ful farmer is both intelligent and industrious. He studies his 
subject, profits by experience, keeps a cash account and other 
memoranda. 

TBAKSAGTIOHS. 

April 1, 18**. Cash on hand, $100.00 ; bought 1 cow of 
James Odell, $75.00 ; sold 56 lbs. butter @ 30)^. 

April 15. Paid balance due Wm. McKay, $18.00 ; paid for 
American Agriculturist, $1.50 ; bought 18 apple trees (^ 50/, 
and sold 200 bushels of oats @ 50/. 

Balance the account — Batance, S 113.30. 

May 2. Bought 2 lbs. tea @ $1.00 ; paid for blacksmithing, 
$18.00 ; bought 20 bushels potatoes @ 75/ ; 4 lbs. coffee @ 35/. 

May 20. Paid semi-annual pew rent, $20.00, and 5 years 
insurance, $55.00. 

Balance the account — Balance, $1.90. 

June 2. Sold 100 bundles straw ^ 6/ ; 25 bushels com ® 70/, 
and 50 lbs. butter @ 45/. 

June 5. Paid Wm. Connelly for 7^ days work, $7.50 ; sold 
600 lbs. of wool (^ 45/, and paid George Hopkins in full, $15.00. 
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June 18. Sold 8 cords of wood @ 13.50 ; 20 lbs. butter @ 25;^, 
and bought 1 single ha>mess^ $45.00. 

Balance^ $238.JiO. Make a report. 

BXAMPLE XII. 

"32." A Samess H/Ldker makes harness^ bridles, etc., to 
order, and also keeps on hand a stock for sale ; also saddles, 
blankets, whips, etc. 

TRANSACTIONS. 

May 1, 18**. I have cash on hand, $150.00 ; sold a single 
harness for $30.00. 

May 15. Bought materials amounting to ^$10.00, and sold a 
saddle and bridle for $18.00. 

Balance the account — Balance^ $188.00. 

June 15. Sold 2 prs. of martingales @ 75^ ; bought leather 
amounting to $75.00, and sold 5 collars @ $3.00. 

Balance the account — Balance^ $129j50. 

July 10. Bought material per bill, $26.00 ; rec'd from Wm. 
Brown, $20.00 ; from George Tremper, $5.00. 

Balance, $128.50. On hand, $125 SO. 

Aug. 3. Sold 1 saddle valued @ $12.00 ; bought material 
per bill, $15,00, and sold 3 halters @ $1.50. 

Balance, $127.00. Malce a report. 

The nature and extent of the business wUl determine whether the 
cash aocount should he balanced daily, weekly, or at irregular periods. 

EXAMPLE XIII. 

33. A Merchant's Cash Transactions. — He buys 
and sells for cash, and balances his account daily. 
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TBANSACTIONS. 

Jan. 1, 18**. I have cash on hand^ $50.00 ; sold 4 quires 
paper @ 26^ ; 6 packages envelopes @ 15^ ; bought stationery 
per bill^ 125.00, and sold 1 English Grammar, $1.00. 

Balance the account — Balance, f 27.90. 

Jan. 2. Sold 2 copies School History @ $1.75 ; 1 Colton's 
School Geography, $1.40 ; bought books per bill, $12.45 ; sold 
3 quires paper (^ 20f, and 5 sheets drawing paper (^ 15^. 

Balance the account — Balance^ $21.70. 

Jan. 3. Sold 6 blank books @ 50/^, and bought books per 
bill, $10.00 ; sold 9 copies Mental Arithmetics @ 25^ ; 3 quires 
letter paper @ 20/^, and 12 pens @ 2f. 

Balance the account — Balance, $17.79. 

Jan. 4. Sold 6 Primary Geographies ® 90^ ; 6 Algebras @ 
$1.25 ; bought goods per bill, $2.50, and received from James 
Eossiter, $5.00 ; paid for fuel, $6.50, and sold 12 sheets paper, 
12^ ; sold 4 sheets card-board @ IW ; 1 Arithmetic, 65^ ; 
1 Geography, $1.25, and 1 Algebra, $1.50. 

Balance the account — Balance, $30.61. 

Jan. 6. Paid for postii^e stamps, $3.00, and sold 1 box 
envelopes, $1.15 ; sold 5 copies Harper's Monthly @ 35)^ ; re- 
ceived from George Elvzood subscription for Daily Herald, 
$10.00 ; John Smith, for Tribune, $10.00 ; Henry Willard, for 
World, $10.00 ; James I'axsons, for Sun, $6.00. 

Balance, $66,51. 

Any person with money can hire a store, buy goods and set up business ; 
but unless be arranges his goods tastefully, entertains his customers po- 
litely, fixes fair and reasonable prices, and knows when the time has come 
to increase or diminish them, receives and gives the correct quantity by 
count, measure, weight or gauge, he cannot command attention, approval 
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and success. A person nsoally keeps not only a cash account, but 
accounts with all tl\e persons with whom he deals on account, showing 
what thej owe him and what he owes them. 



DRILL TABLES. 

REVIETWINO ADDITION AND SUBTRACTION. 

34. In order to add intelligently and secure great rapidity, 
do not add by counting ; as 7 and 5 are 8, 9, 10, 11, 12 ; and 
do not say 3 and 5 are 8, and 6 are 14, and 9 are 23, etc. ; but 
say 8, 14, 23, etc. 

Ex. 14. Add to the number 1 successively, 2's until the sum 
exceeds 100 ; as 3, 6, 7, etc. In like manner add 3's, 4's, 5's, 
6's, etc., to lO's. 

Ex. 15. Add to the number 2 successively, 2's until the sum 
exceeds 100 ; as 4, 6, 8, etc. In like manner add 3's, 4's, 5's, 
etc., to lO's. 

Ex. 16. In a maimer entirely similar add to 3, 4, 5, etc., to 10 
severally the successive digits above 1 until the sum exceeds 100. 

Ex. 17. Prom 100 subtract successively to 2 ; as 98, 96, 94, 
etc. In like manner subtract 3, 4, 5, 6, etc., to 10. 

Ex. 18. In like manner subtract the digits above successively 
from 101, 102, 103, 104, etc. 

Ex. 19. The books of a bankrupt house were examined by a 
committee of creditors with the following results : — A receipt of 
$660 was entered $560, a payment of $1539.20 was entered 
$1593.20, the total receipts at the bottom of a page were 
$2850.60, and carried forward as $2580.60. At the foot of 
another page the payments amounted to $5366.00, and were 
carried to the following page as $6653.00, and the final balance 
of the cash-book agreed with the amount of cash on hand. It 
appeared that the accounts had been kept by one of the partners. 
What amount of loss was thus discovered ? Ans. $1701.00. 
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EXAMPLE XX. 

35. A yonng book-keeper was rained by embezzling casb^ 
and attempting to cover up the theft by entering the cash 
receipts too small^ and the cash payments too large. The mer- 
chant^ accustomed to audit his own accounts, examined the 
receipts and payments as follows : 



Received, 
973.42 
884.29 
823.15 
844.80 
987.46 
878.87 
987.78 
875.46 
647.84 
989.78 
898.79 
898.78 
989.78 
898.79 
389.78 
898.87 



1453.06 



Paid. 

912.67 

782.16 

942.89 

837.62 

878.85 

867.94 

978.77 

875.48 

967.89 

887.89 

178.79 

197.89 

889.87 

887.89 

187.98 

453.06 



12667.64 12667.64 



NOTATIOK OF MbRCHAKT. 

Received. Paid. 

10 — 8 1st column* 

11-5 2d 

10 — 4 3d 

10 — 7 4th 

112 5th 
11274.58 



10 — 4 
10 — 6 
11-7 
12 — 6 
137 
13767.64 



(C 



ft 



f< 



f< 



11. 



Instead of carrying 12 to the fifth 
column of receipts, the book-keeper 
only carried 1; and, instead of carry- 
ing 10 to the 4th column of pay- 
ments he carried 104. 



m. 



True balance . 
False '' 

Deficit . . . 



$2493.06 
453.06 

12040.00 



rV. Cash on hand agrees with this balance. 



1. This equality of tlie two errors is evidently designed. The cash on 
hand is reduced to agree with the false balance. Such errors are called 
tmns. 
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EXAMPLE XXI. 



EXAMPLE XXII. 



Received. 


Paid. 


Received. 


Paid. 


457.24 


438.17 


987327.72 


987327.85 


684.83 


476.49 


8769.48 


8756.38 


698.76 


677.98 


437.78 


428.45 


68.57 


66.75 


31.64 


29.18 


375.45 


367.89 


567.38 


564.77 


8465.97 


1456.97 


6438.57 


6345.67 


4875.69 


4756.89 


87629.03 


86702.30 


95764.83 


5672412 


942657.38 


942579.40 


497.58 


486.75 


87654.73 . 


86788.98 


8765.94 


8675.49 


8749.60 


8657.45 


676.89 


667.49 


667.89 


565.74 


84.75 


83.72 


98.75 


78.45 


345.89 


98.74 


0.84 


0.25 


7654.58 


143.98 


1267248.47 


1167200.87 


3456.23 


21300.00 


973.74 


869.54 


4786.94 


32500.75 


5978.49 


27684.36 


6872.99 


12250.33 


4874.94 


8912.49 



2. The omission to enter a cash receipt, two ^entries of the same cash 
payment, and other fraudulent omissions and entries are sometimes 
found. It will repay a merchant in many ways to give a little time daily 
to his accounts. A few days' neglect, however, will produce aversion to 
this duty, and the business will often Buffer, in one way or another, 
by such neglect. In fraudulent failures the books are usually in a 
muddle. 

3. The books of a bankrupt often awaken suspicion, and show fraud 
upon their face. In such cases no compromise can be effected. Honesty 
is the only true policy which ensures success ; and dishonesty, sooner or 
later, is surely a losing game. If an honest and capable man is unfor- 
tunate in business, he will have the sympathy and aid of his formex 
associates, and generally recover himself. 
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4. Accurate and rapid addition can be acquired onlj hj practice. The 
following Drill Tables are designed to supplement this fundamental and 
most common operation in arithmetic. A neglect to enter units directly 
under units, tens directly under tens, etc., delays the addition. Careless- 
ness in this reepect often produces errors. 



EXAMPLB XXIII. 



EXAMPLE XXIV. 



Received. 


Paid. 


Received. 


Paid. 


1232.21 


1324.18 


123712.59 


123712.59 


1321.10 


1311.29 


134603.48 


134603.48 


2410.09 


2410.30 


245704.37 


245704.37 


3509.98 


3509.41 


134613.26 


134613.26 


4698.87 


4698.87 


032502.34 


032502.34 


5789.76 


5698.76 


145613.28 


145613.28 


6876.65 


6876.65 


756744.59 


756744.59 


7965.54 


7965.54 


867855,31 


867855.31 


805443 


8054.43 


782917.48 


782917.48 


9143.32 


9114.32 


87429.74 


87429.74 


9232.21 


8232.21 


842984.56 


84298465 


9321.10 


1321.10 


742894.65 


74289465 


2410.09 


2410.09 


201503.53 


201503.53 


3501.98 


3501.98 


924608.87 


924608.87 


4612.87 


4612.87 


987056.64 


987056.64 


5723.76 


5723.76 


201506.60 


201506.60 


6834.65 


6834.65 


823421.12 


823421.12 


7945.54 


7940.22 


924328.21 


824381.21 


8056.43 


8056.43 


928234.52 


82823452 


9167.32 


7167.32 


587423.98 


787423.98 


0278.11 


0276.32 
0156.79 







5. To prove your work add the columns downward. Practice upon 
similar examples until adding becomes easy and agreeable. 



CASH ACCOUNTS. 



31 



EXAMPLE XXV, 



Re€?d. 



CclsTl. 



Paid, 



Julyl 
2 
3 
4 
5 
6 
7 
8 
9 
10 

a 

14 
15 

a 

a 

16 

a 

19 

a 

a 
a 

21 
38 
29 



(< 
et 
<( 
ct 

t( 
ii 

<i 
(( 
cc 
et 
<< 
(( 
<( 
tc 
<( 
t( 

a 
it 



687.98 


Julyl 


6698.77 


" 2 


4576.85 


" 3 


789.76 


" 4 


678.87 


" 5 


5828.79 


" 6 


496487 


" 8 


878.43 


" 9 


789.77 


(( (( 


648.87 


" 10 


8597.75 


i< (< 


668.84 


" 14 


6777.76 


" 17 


888.69 


(C (i 


976.86 


(< <c 


778479 


" 19 


8698.87 


fi et 


5856.78 


ct (( 


798.67 


(< << 


6S6.19 


'' 20 


3578.40 


a t< 


2489.20 


" 21 


5642.80 




988.50 




7128.30 




4796.50 




9876.42 





By Jas. Davis . . 678.79 
" Geo. Coe . . . 6789.77 
" Edw. Jones . 4567.58 
" A. A. Marsh 798.76 
'' W. P. Smith 672.40 
'' F. M. Webb . 5828.90 
'' H. Sinclair . 4964.80 
" L. M. Tice . . 789.77 
'* '' . . 645.88 

" '' . . 8598.75 

'' « . . 668.94 

'' M. P. Howe . 5789.24 
« '' . 1321.42 

" ^* . 128.56 

'' *' . 1111.41 

" S. M. Barnes 141.76 
'' " 182.91 

" Geo. HiU . . . 1876,54 

... 714.80 
" Wm. Howe . 1714.56 
" '' . 1256.80 

" " 50986.56 
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36. QUESTIONS FOR EXAMINATION. 

1. What is a transaction? An entry? An original entry? An ac- 
count ? A balance ? A ledger ? An index ? Posting ? 

2. What is book-keeping? Single entry? Double entry? Cash 
account? What is said of the money columns? The cash book? A 
report? 

8. Give rule for transferring an account from one page of the ledger 
to another ; rule for conducting a cash account ; rule for balancing a 
cash account ; give the suggestions to the learner. 

4 What should the cash on hand be equal to ? What must we infer 
when the cash on hand, and the balance of the cash account disagree ? 
In case of a disagreement, of what two items is the balance made up ? 
What amount is brought down ? When will there be no balance ? Can 
the cash payments exceed the cash receipts ? How do you enter a defi- 
ciency in the report ? 

6. What entry do you make of the cash on hand commencing? Cash 
on hand at balancing ? Cash received ? Cash paid ? How do you find 
the balance of the cash account ? How do you enter it ? What lines are 
drawn in balancing ? 

6. What do you understand by the qualities of articles ? The prices 
of articles ? Give examples. How do you explain the changeableness 
of prices? What is a wholesale dealer? A retail dealer? How do 
their prices compare ? 

37. TOPIC EXERCISES. 

When the work of this section is completed, the teacher can re-examine 
the Account Books, and, if he chooses, make each example the subject 
of a topic exercise. The object or purposes of each can be given, the 
methods employed, and all suitable suggestions. 




HON 11. 



PEESONAL ACCOUITTS. 

38. A Personal Account shows what a person owes 
us and what we owe him. Accounts with persons, firms, 
banks and corporations are personal accounts. 

39. A Debtor is a person who owes or is in debt. He is 
made debtor to us for what he owes us and what he receives 
from us on account. 

40. The Debtor or Debit Side of any account, is the 
left-hand money column; and the items are called debits. 
The column is headed Dr., which denotes debtor or debit. 

41. A Creditor is a person who has trusted and to whom 
a debt is due. He is made creditor by us for what we owe him 
and what we receive from him on account. 

43. The Creditor or Credit Side of any account is 
the right-hand money column, and the items are called credits. 
The column is headed Cr., which denotes creditor or credit. 

43. Relation of the Money Colufuns.—A person's 
debits are against him, and denote what he owes. His credits 
are in his favor, and denote what we owe him. The debit 
column is always on the left-hand side, and the credit column 
on the right. (Page 54.) 

44. Opening an Account is writing the account title 
and' the abbreviations Dr. and Cr. at the head of their respect- 
ive columns. 

3 
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46. Mule far CondticUng a Personal Account. — 

Debit the person for what he owes us and what he 
receives from us on a^ccount ; and credit him for what 
we owe him and what we receive from him, on a^ccount ; 
observing, that articles paid for at the time are not on 
account. 

46. A Bill of Account is a copy of the debits and 
credits of an unsettled account The balance is said to be 
against a person when his debits exceed his credits^ and in 
his favor when his credits exceed his debits. (See page 52). 

47. Rule for Settling a Bill of Account.— The 

debtor must pay the amount due, the creditor must 
write his name on the bill, under the words Received 
Payment, and ftnally give the debtor proper credit upon 
the boohs, 

48. Bule for Closing a Personal Account. — At 

settlement enter the balance paid in the less column; 
set down the equal totals, and draw double lines under 
ihem. 

49. Bule for Balancing a Personal Account.— 

Enter the balance, in ca^es of delayed settlement, in the 
less side, and carry it below the double lines on the 
opposite side. (See page 37.) 

50. Suggestions to the Learner. 

1. Observe suggestions on page 11. Continue Acct. Bk. No, L 

2. Write the person's name as the account title. 

3. Write Dr. and Or. at the head of the columns. 

4. Consider all the transactions, on account, unless others 
wise stated. 
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6. In every tramiaGtion consider these questions : — 
1st. Does the person owe us or receive anything from us 
on account ? 

2d. Do we owe him or receive anything from him on ac- 
count ? and make the entries accordingly. 

6. Consider the transactions your own^ that you are keeping 
your own accounts^ and write your own name upon the bills. 

7. Before and after posting observe the oral practice which 
renders every example intelligible and interesting. 

PRACTICE IN BOOK-KEEPING. 
L AccouisrTS Settled at Ieregulab Intervals. 

EXAMPLE I. 

SI. As a merchant, I deal \yith Wm, Brown, who is a 
manufacturer and dealer in furniture. 

tbassactions. 

July 1, 18**, Wm. Brown owes balance due on a horse, $35. 
Aug. 4. Eec'd from him cash on account, $15.00. 
" 10. Sold him 5 yds. cloth @ $2.00. 
" 30. Bought of him 1 table, $12.00. 
Sepi 2. Betumed 1 table, $12.00. 

'^ 10. Beceived from him cash at settlement, $30. 
Oct. 1. Bought of Wm. Brown 1 walnut bureau, $32.00, and 

paid him on account cash, $25.00. 
** 30. Bought of him walnut suite — ^bedstead $35, bureau 
$62.50, washstand $18.75, table $8, 4 chairs $11.25, 
rocker $6.25, towel rack, $2.00. 
Not. & Sold him 10 yds. rep ® $2.25, 4 yds. brocatel at $9.50, 

6 yds. satin @ $13.50. 
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52. 



FORM OF ORAL RECITATION. 



Transaction 1— July 1, 18^. William Biown, 01 Davis St., owes xm 
$35, a balance due us on a hoise sold him. 

AiTALTBis.— William Brown owes ns, and is therefore onr debtor. He 
is debtor to ui for $85. Role. We debit a person for what he owes na 
and what he receives from ns on account. Art. 45. 

Transaction 2 — Aug. 4 Rec'd from Wm. Brown on account, $15. 

Akaltbis. — ^We received $15 from Wm. Brown ; he is therefore our 
creditor ; that is, he is creditor by us for $15. Rule. We credit a person 
for what we owe him and what we receive from him on account. Art. 45. 

Analyze transactions 8, 4, 5, etc., in like manner. 
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SETTLEMENT. 

William Brown . . Dr. $57.00 

" . . Or, 27.00 

Balance against him $80.00 



BALANCING. 

WilUam Brown . . Cr, $175.76 

" . . Dr. 158.00 

Balance in his favor $22.75 
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When the proper entries and mlingB are made the account is dosed. 
It is re-opened Dec. 1 for the continuation of business, and balanced the 
first day. of January. Arts. 76, 58. 

53. READING LEDGER ENTRIES. 

1 July 1, 18**. William Brown is debtor to U8 on old acc't for $86. 
We make this charge against him. The word tis being omitted, the word 
To will indicate indebtedness to us. 

Aug. 4. William Brown is creditor by its for cash $15. We give him 
credit for what he pays us. The word U8 being omitted as before, the 
word By indicates indebtedness by us. 

In like manner, read the other entiiea. 
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QUESTIONS ON EXAMPLE I. 

1. What is the account title ? The amount which he owes ns ? Which 
we owe him ? StatA how the account is closed ; halanced. 

2. What abbnviUions are made? Why state in any case to whom 
goods are deliyezed? Are these cash or credit transactions? What 
entries are made in the debit side or column ? In the credit side ? Whom 
are the debits against ? Whom are the credits in favor of ? 

8. How obtain the 57 ? 27? 90? 143.75? 128? 175.75? $153? 22.75? 
Would it answer to omit the number of items or the price of each? 
When and how is an account closed ? When and how onlj is it balanced ? 
When and where do 70U write "To balance"? "By balance"? 

4. GenercU Meview* — ^What does a personal account show ? What 
accounts are called personal ? What is a debtor ? How is a })erBon made 
Dr. ? What is the debtor or debit side ? &c,, giving similar questions at 
each example. 

SUGGESTIVE EXERCISES. 

54. Qualities and Jhrices of Arti^eff^—^Kme, as far as you are 

able, the different styles and prices of bedsteads, bureaus, wash-stands, 
tables, chairs, towel-racks, wardrobes, secretaries, book-cases, side-boards, 
library tables, parlor tables, centre tables, sofas, lounges, carpets, mats, 
rugs, oil-cloths, window curtains, table covers, clocks, etc. Art. 20. 

EXAMPLE II. 

55. As a farmer, I deal with a miller. 

TBANSACTIOKS. 

Sept. 10, 18**. Sold Henry Watson 30 bushels wheat ® $1^0. 
Oct 4. Eec'd from Henry Watson, $20.00. 
Oct 20. Eec'd from him, $15.00. 
Nov. 15. Sold him 40 bushels wheat ® 11.50. 
Nov. 23. Eec'd from him 2 bbls. flour ® $8.75. 
Nov. 25. Eec'd from him cash, $40.00. 
Nov. 30. The acc't is settled by cash. Write the receipt Art 76. 

Balance, $mM. 
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If I should work a farm and a flour mill at the same time, hoth would 
suffer and I should lose money ; but, if I give all mj attention to the 
farm, and the miller gives all his attention to the mill, both of us maj 
be prosperous. 

EXAMPLE III. 

56. As a grooer I deal with a farmer. 

TBAKSACTIONS. 

Jan. 1^ 18'*''*'. Sold John Brown 65 lbs. crackers & 20f. 
Jan. 6. Sold him 100 lb& sugar ® lif, and 80 lbs. soap (^ B^f. 
Jan. 10. Bought of him 24 lbs. butter ® 23f^. 
Jan. 12. Sold him 1 box matches^ 75^ ; 5 gallons syrup ® $1.00. 
Jan. 18. Bought of him 10 doz. eggs (^ 25f. 
Jan. 20. Sold him 2 bbls. flour <^ $8.00, and 1 sack salt, $2.50. 
Jan. 25. Bought of him 1 firkin butter, 50 lbs. ® 20^. 
Jan. 28. Sold him 56 lbs. crackers <^ 17^. 
Feb. 20. The acc't is settled by note given for thirty days. 
Write the receipt Art 76. 

BalancCy $47.55. 

An account is usually closed at settlement by cash, note, order, ov 
other payment, which is specified in the receipt. (See page 52.) 

EXAMPLE IV. 

57. As a farmer I deal with a merchant 

TRANSACTIONS. 

Aug. 1, 18**. Sold John Morris 10 bushels of com ® 86/, 

Aug. 4. Bought of him 10 yds. cloth @ $1.87^. 

Aug. 10. Sold him '8 bushels potatoes @ 75^. 

Aug. 12. Sold him 15 bushels oats @ 65^. 

Aug. 15. Bought of him 12 yds. cloth ® $1.26. 

Aug. 17. 8q14 him 20 lbs. butter & ^6f. 
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Aug. 20. Sold him 65 lbs. cheese ® 20f. 

Aug. 23. Bought of him 9 yds. flamiel @ 56^. 

Aug. 26. Sold him 25 lbs. maple sugar @ 20/. 

Aug. 31. The acc't is settled by an order on the store. Write 

the receipt. 

Balance^ $10Jfi. 

Frequent settlements are the most easy and satisfactory, but delayed 
settlements are often attended by complications. 

EXAMPLE V. 

58. As a farmer I deal with a laborer. 

May 1, 18**. Ezra Van Tine worked for me 1 day, 80^. 

May 5. Let him have 2 bushels com @ hW. 

May 8. He worked 1 day drawing stone, $1.00. 

May 13. Sold him 65 lbs. flour % if. 

May 19. He trimmed apple trees 1 day, $1.00. 

May 25. Sold him 4 bushels potatoes (^ 35^. 

May 30. He worked 1 day making fence, $1.00. 

June 10. He worked 1 day picking stones, $1.00. 

June 17. Sold him 20 lbs. pork @ ^f. 

June 23. He worked 2 days planting com @ $1.00. 

June 30. The acc't is settled. How ? 

1. A person who makes a payment, on account or in fuU, should take 
a receipt for the amount paid. 

2. The receipt for balance paid at settlement should take the form : — 
** Received thirty-five doUars in full of all demands, Aug. — , 18**, at 
settlement." 

EXAMPI.E VI. 

59. As a hardware merchant^ I deal with Anson Haight. 
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TKANSACTIONS. 

Dec. 10, 18**. Sold Anson Haight 1 dozen knives and forks 

$3.00. 
Dec. 11. Sold him 12^ lbs. nails @ 8)^. 
Dec. 15. Sold him 1 lock and key, 75/. 
Dec. 20. Sold him 1 stove for $18.00. 
Dec. 22. Sold him 1 coal scuttle, $1.75 ; 1 iron sink, $4.50. 
Jan. 15. Sold him 2 hammers (^ $1.00. 

Jan. 19. Sold him 12 milk pans (^ 30/ ; 2 wooden pails ® $1.25. 
Jan. 30. fiec'd from him cash on acc't, $4.50. 
Feb. 6. Sold him 1 pair parlor skates, $2.75. 
Feb. 11. Sold him 1 coal scuttle, $1.25. 
Feb. 20. Returned stove bought Dec. 20. 
Feb. 28. The acc't is settled by agreement upon the balance 

due. Write the statement. 

Balance^ $ 

1. If a merchant accepts the return of an article, be mnst not erase the 
charge, but credit its return to the party charged. 

2. If the balance cannot be paid at settlement, or a note procured, a paper 
should be executed giving written evidence of settlement. Thus — 

We have this day, Feb. 28, 18**, settled our accounts, and find a 
balance against Anson Haight and in favor of George Washington 

amounting to dollars cents. 

Geobob WASHiKGTOiir. AirsoN Haioht. 

8. A distasteful settlement is preferable to suspense and uncertainty. 
"Agree with thine adversary quickly," etc., is often an excellent stroke 
of business policy. 

n. Accounts with Hired Pbrsoks. 

60. Suggestions to the Learner. 

1. Write the name of the person employed, his former resi- 
dence, the date he begins work, the rate, the length of time 
be is hired for, and such other conditions as are agreed upon. 
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2. Giye the person employed a copy of the agreement with 
a form of account following^ and let him present the same 
with every application for money, being careful to make both 
papers correct and the same. 

3. Debit him for amounts paid him, and for lost time, and 
credit him with wages per agreement 

4. Make a new agreement,, signed by both parties, at least a 
month before the old one expires. 

5. When the final payment is made, a receipt should be given 
in full of all demands, and the copy of agreement surrendered. 
Art 58. 

EXAMPLE VII. 

61. As a farmer I employ a laborer. 

TEANSACTIOS^S. 

Jan. 8, 18**. John Byan, of Newtown, Long Island, begins 

work this day ® $18.00 a month. 
Feb. 10. Paid him cash on acc't, $15.00. 
Mar. 13. Loss of time March 3d to 12th, 10 days, $6.00. 
May 4 Paid him on acc't cash, $20.00. 
Aug. 10. Loss of time Aug. 4th to 9th, 5 days, $3.00. 
Sept 25. Paid him cash on acc't, $35.00. 
Dec. 8. Agreement is made for 1 year, beginning Jan. 8, 

18** @ $20.00 a month. 
Jan. 8. Gave him credit 12 months work @ $18.00. 
Jan. 20. Settled old acc't, paying the balance, $137.00, due 

Jan. 8th, 18**. 
Feb. 7. Paid him cash $10.00 on the new account. 

1. Strangers will asually bring testimonials, and offer to begin on trial, 
and at this time a few words of approval will often encourage a person 
who is striving to Uve a useful life. 

2. A settled account is usually continued below the parallels without 
re«wxiti])£^ this abbreviations Dr, and Cr. See page 36. 
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EXAMPLE VIII. 

62* As a farmer I employ a laborer. 

'"EANSACTIONS. 

July 1/18**. Hired George Brown, of 41 Essex Si, New 
York, to work on my farm 4 months @ $12.00 a 
month. This agreement shall terminate on a 
month's notice from either party. 

Aug. 5. Paid him $10.00 in cash. 

Sept. 10. Bought of him 1 axe for $1.50. 

Sept. 30. He has an overcoat of us for $3.50. 

Oct. 1. Agreement renewed for 6 months @ $12.00. 

Nov. 30. Settled our old acc't to Nov. 1, and paid the balance. 

Dec. 25. Paid him $5.00 on new account.'!' 

Jan. 21. Settled and pkid the amount due, $27.40. ^ 

If the laborer necessarily breaks the agreement, on aocoimt of sickness 
or other circumstances beyond his control, it is unusual to make any 
deduction from the amount he has actually earned at the time. 

EXAM PLE IX. 

63* As a merchant I employ a laborer. 

T E A K S A C T 1 K S . 

Aug. 1, 18**. Hired James Marksville, of Canton, N. T., 
to work 12 months ® $20.00, excepting Dec, Jan., 
Feb. and March, when the rate shall be $15.00 per 
month. 

Aug. 20. Paid him cash, $5.00 ; sold him 1 pr. boots, $5.00. 

Nov. 30. He has from us 1 suit of clothes, $15.00 ; cash, $30.00. 

Dec. 25. Paid him cash, $5.00 ; §old him an overcoat, $1.00. 

Feb. 16. Paid him cash, $10.00 ; gave him 1 pr. boots, $3.50. 
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July 1. Benewed our agreement for another year at eame 

rates. 
KoT. 1. I pay the balance due him on old acc't^ and $20.00 

on new account. 
Dec. 24. Paid him cash^ $10.00. 
Dec. 25. Paid him cash on acc't^ $5.00. 

The mntoal dependence of the employer and the employed should 
produce courtesy, friendship, and attachment to each other. 

III. AoGouisrrs Examined and Bilus Bendebed. 

64. Suggestions to the Learner. 

1. Examine the accounts monthly or oftener to ascertain 
their condition^ and inform the parties who owe us by sending 
bills to them. 

2. If the balance is against us, we pay it and take a receipt^ 
or a receipted bill. If in our favor, we render a bill to the 
debtor, and note the date and amount of bill, in the body of 
the account. Thus : 

Sept. 30. Bill rendered, $44.00, without closing the acc't. 

3. Whenever a bill is rendered, it must include the entire 
amount due. Any balance due on a preceding bill should form 
the first entry ; as, " Per bill rendered, $ .*' 

4. The payer takes a receipt or a receipted bill, and the 
payee is also entitled to his bill, if there is any against him- 
self, receipted; as, ^^ Charged in Account.'* Receipts and 
receipted bills should be arranged in packages, and labelled ; 
as, '^ July Receipts, 18**," and those of each year, packed away 
by themselves. 

5. The form of a bill of purchase is given on page 51, the 
name of the creditor being written after the bill is paid. Let 
the bills required in these exercises take the form given on 
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page 52, the total of credits being, generally, extended into the 
second column and subtracted. The form of bill, including 
the previous bill, and the form of a letter soliciting payment, 
are given in Account Book No. 1. 

EXAMPLE x.^ 

65* As a merchant I deal with a road contractor. 

TBAK8ACTION8. 

Jan. 10, 18**. Sold George Baker, 9 tons hay @ 125.00. 
July 7. Sold him 200 bundles straw @ Ht 
Sept 30. Bought of him 1 pair of oxen, 1160.00; 1 cart, $35.00. 

Sept. SO. Bill render edy $UU.O0. See page 52. 

Nov. 2. Sold him 1 ton of hay, $18.00. 
Nov. 3. Eec'd from him $44.00, per bill 
Nov. 15. Sold him 30 bushels oats @ 65/^. 

Nov. SO. Bill rendered^ $S7.60. 

Dec. 2. Sold him 10 bushels com @ W. 
Dec. 20. Sold him 3 cords wood @ $5.00. 
Dec. 23. Sold him 4 bbls. apples (^ $2.00. 

Dec. SI. Bill rendered, $61.50. 

Jan. 5. Gave credit for apples, charged Dec. 23 by mistake. 
Jan. 15. Bec'd the amount due, $59.50. 

The charge for apples was disallowed. We should examine bills ren- 
dered us, and call attention, without delay, to any error found. The word, 
^w son, per wife, etc., are sometimes appended to transactions in order to 
identify them. 

EXAMPLE XiA 

66. As a cabinet maker I deal with a grocer. 

TBANSACTIONS. 

Nov. 1, 18**. Bought of Daniel Wells 25 lbs. flour @ 7f. 
Nov. 5. Sold him ^ chairs ® 12.00. 
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!NoY. 8. Bought of Um 7 bushels salt & 50f. * 

Not. 15. Sold him 1 rocking chair for 15.00. 
Nov. 20. Bought of him 14 lbs. butter @ W. 

Nov. SO. Bill rendered, t5At. 

Dec. 3. Sold him 1 sofa, $20.00, ^.^ , 

Dec. 4. Bought of him 16 lbs. sugar (^ Ibf. 

Dec. 6. Sold him 6 window shades and fixtures (^ 12.60. 

Dec. 10. Bought of him 20 lbfl."^siigar (^ 13/. 

Dec. 12. Bec'd from him cash, 15.31. 

Dec. 16. Sold him 1 centre-table, $25.00 ; 1 wall pocket, $3.6a 

Dec. 24. Sec'd from him groceries per bUl, $35.00. 

Dec. 27. Seceiyed from him 1 wall-pocket returned, $3.60. 

Dec. 81. BUI rendered, $20.Q0, tohich was paid. 

In the pnichase of goods, we can make the entry "per UU,*' because 
we have the bill of items ; but in selling we must charge eveij item» and 
also render a biU. Bills rendered are often lost, and new ones axe 
solicited, and made out from the original data. 

EXAMPLE XII. 

67. As a provision dealer, I deal with a merchant. 

TBAKSACTIOKS. 

Apr. 1, 18**. Bought of James Grantley 1 doz. dinner plates^ 

$1.50. 
Apr. 6. Bought of him 1 doz. cups and saucers, $1.00. 
Apr. 14. Sold him 50 lbs. beef ® 15;^. 
Apr. 25. Bought of him 1 washbowl and pitcher, $1.50. 
Apr. 30. Bought of him ^ doz. goblets, $1.25. 

Apr. SO. Bill rendered, $2.25. 

May 4. Sold him 25 lbs. pork @ 14^. 

May 10. Bought of him 1 doz. salt cellars, 50^. 

May 15. Bought of him 1 oyster tureen, $5.00. 



PBRSOKAL ACCOUNTS. 47 

May 20. Sold him 20 lbs. comed-beef @ i2f. 

May 25. Sold him 30 lbs. beef ® 14^. 

May 30. Kec'd from him cash, per bill, $2.25. 

May SI. Bill renOered, $J^6(>. 

June 8. Sold him 25 lbs. butter @ AQf. 

June 17. Bought of him 1 china, fruit dish^ $4.00. 

June 25. Bought of him 1 lamp and fixtuies, $3.50. 

June SO. Bill rendered, $7.10, and acdt balanced. 

July 2. Bec'd from him unount of bill, ,$7.10. 

EXAMPLE XIII. 

68* As a grocer, I deal with a merchant. 

TEANSACTIONS. 

Jan. 1, 18**. Sold Robert Baxter 10 lbs. coffee @ 30^. 

Jan. 10. Sold him 25 lbs. sugar @ lef. 

Jan. 18. Bought of him 40 yds. muslin @18^. 

Jan. 25. Sold him 4^ lbs. tea ® 11.00. 

Jan. SI. BiU rendered, S4.30. 

Feb. 4. Sold him 10 lbs. cheese @ 22)^. 
Feb. 12. Rec'd from him cash, per bill, $4.30. 
Feb. 20. Sold him 15 lbs. crackers @ lUf. 
Feb. 25. Bought of him 9 yds. flannel ® 50^. 
Feb. 28. Sold him 5 doz. eggs @ 25f. 

Feb. 28. Bill rendered, $1M0. 

Mar. 1. Sold him 10 lbs. dried apples @ 16/. 

Mar. 5. Bought of him 4 yds. cloth @ $1.25. 

Mar. 11. Sold him 1 bbL flour for $7.50. 

Mar. 16. Bought of him 10 yds. paper cambric ® 16/. 

Mar. 20. Bought of him 2 prs. gloves @ $1.26. 

Mar. 27. Sold him one 64b. paper prepared flour, 36/. 
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Mar. 31. Sold him 25 lbs. sugar ^ 14.^. 

Mar. SI. Rendered a hill for amH due. Balanced the 
acc't, and brought forward the am't. 

Hay 10. Bec'd cash^ per bill^ 15.45. 

EXAMPLE XIV. 

69. As a farmer I deal with a merchani 

TBAKSACTIOKS. 

Mar. 3, 18**. Bougkfc of Sam'l Day & Bro. 13 yds. cloth @ 

$2.50. /Scvy^ 

Mar. 7. Sold them 15 bushels oats @ 75^. ^ 

Mar. 8. Bought of them 8 yds. cloth @ $3.00. f^^f^ 

Mar. 11. Sold them 40 bu. potatoes ® 80;^ ; 17 bu. wheat & 

$2.00. n 

Mar. 26. Bought of them 40 yds. muslin @ iO)^. /5<M^ 

March 31. Bill rendered, S 13.16. 

Apr. 2. Sold them 15 bush, com @ 80^. . 

Apr. 8. Bought of them 12 yds. cambric ® 55^. * 6^^ 
Apr. 14. Bought of them 5 yds. linen @ $1.25. 
Apr. 18. Sold them 10 bushels wheat @ $1.40. 
Apr. 21. Bought of them 12 hdkfs. @ 33^. 

Apr. 30. Bill rendered, $22^^. 

May 1. Sold them 4 bbls. turnips (^ $1.50. 

May 3. Rec'd cash^ per bill, $22.34. 

May 4. Sold them 3 tons hay @ $25.00. 

May 9. Bought of them 6 prs. gloves @ 56^ ; 16 yds. ribbon 

@. 60^. 
May 17. Sold them 185 lbs. beef @ 9^. 
May 26. Bought of them 36 yds. muslin @ 2,0f. 

May 31. Bill rendered, S77.49. 

June 5. Bec'd from them on % cash, $50.00. 
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June 8. Sold them 6 dozen eggs @ 36f. 
June 14. Bought of them 12 linen collars (^ 20^ ; 6 pr. cuffs 
@ 45^ 
June SO, Bill rendered, $2^4^. Accounts examined 
aud balanced, 

July 10. Eec'd *24.49 in full for am't due. 

IV. Several Personal Accoukts. 

70. Suggestion. — Open new accounts when business 
commences, debiting the persons who owe us, *^ To old Acc't,'' 
and crediting those we owe, " By old Acc't," observing pre- 
vious instructions. 

ILLUSTRATIVE EXAMPLES. 

1. William Smith owes us $45.60. 

2. We owe Daniel Johnson $36.45. 

3. William Smith pays us $25.00. 

4. Daniel Johnson buys of us 1 bbl. of flour, $10.00. 



William Smith. 


Dr, 


Or. 


Daniel Johnson. 


Dr. 


Or. 


ToOldacc't . . . 


$45.60 




ByOldacc't . . . 




85.45 


By Cash . . . . 




25.00 


To 1 bbl. floxir . . 


10.00 





EXAMPLE XV. 

I 

Tl. Transactions of a blacksmith. 

Apr. 1, 13**. Beginning the b^ksmithing busines^ I owe 
J, M. Drake $20.00 ; R. S. Johnsbii $9.38 ; and Samuel l^rt 
$35.60. Joseph Stevens owes me $45.00, and Nelson Jones, $25. 

Tuesday, April 2. 
Bought material of Joseph Stevens, per bill, $35.50. Bought 
fixtures of Nelson Jones, per bill, $28.50. Bought anvil, har- 
ness, etc., of Daniel riitf t, per bill, $29.75. 
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Wednesday, April S. 

J. M< Drake^ set for him 4 new horse-shoes^ 12.00. ^0 
B. S. Johnson^ repairing c^^^rs^ $0.75. .^'' ^y 
Joseph Stevens^ setting 4 ^vis^n tires^ 13.00. 
SamTOl uart^ mending cart felly, 11.25, 2 new spokes, $0.50^ 
and setting 2 tires, 11.75. 

Thursdaif^ April 4» 

Paid J. M. Drake on %, cash, 110.00. /<^ ^i 

Paid R S. Johnson the am't due him* ^ 

Eec'd from Joseph iS^ens $5.50 on %. 

J. M. Drake, rejpairing his wagon, $5.00. ^\^ c 

Nelson Jones, setting two tires, $1.75. 

B. S. Johnson, setting two shoes, $0.50. 

Leave the accounts open for the continuation of business* 

V. Cash and Pbbsonal Acoouiirrs. 

TS. Suggestion. — ^A cash receipt, or a cash payment on 
account, will produce one entry in the cash account, and another 
in the personal account if both of these acc'ts are kept. Arts. 
15, 44. . 

ILLUSTRATIVE EXAMPLE. 

Trans. Eec*d from John Davis on %, $25.00. 

Gash. Dr. Or. John Davis. Dr. Or. 

To John Davis . . | $25.00 1 j By Gash . . • . | |$2S.OO 

EXAMPLE XVI. 

73. Transactions of a house, sign and fresco painter. 

Thursday, September 4, 18**. 

Beginning business, I have cash on hand, $65.00. 

John Williams owes us $85.00, and Henry Jarvis $47.50. . 

We owe Oea Willard $23.60, and Warren Valentine, $3&70. 
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Friday, September 5. 

John Williams pays us on acc't^ $50.00. 

We pay George Willard in full, $23.60. 

Bought paints and oils of George Willard, per bill, 1142.38. 

Bought goods of Warren Valentine, per bill, $65.50. 

John Williams, Dr. 2 gallons turpentine @ 60^, and 2 lbs. 

black paint @ 30^ ; 12 sheets sand paper (§^ 2^ ; 1 lb. dryer, 15^ ; 

2 days painting (^ $3.00 ; 2 lbs. yellow paint (^ 30^ ; pumice 

stone, 15/. 

Saturday, September 6. 

Beuben Vail Dr. 32 lbs. green paint (^ 30/ ; 5 gallons raw oil 
® 75/ I 30 lbs. zinc @ 14^ ; 3 days painting @ $3.00. 

Charles Smith Dr. ^ gallon white dryer, $1.50 ; 2 days paint- 
ing @ $3.00 ; 3 gallons boiled oil (^ 80/ ; 6^ lbs. putty @ 6/ ; 
2 lbs. coach blacking (^ 35/ ; 1 lb. yellow ochre, 15/. 

Paid George Willard on %, $75.00. 

Eeceived from Henry Jarvis $50.00 on acc't, and from John 
Williams, $30.00. Paid Warren Valentine on acc't, $25.00.' 

VI. Bills and Difpekent Pobms of Accounts. 

74« Bills of Parcels are formal statements of items 
bought or sold. 

Bills of parcels are, usually, called invoices when the goods are bought 
to be sold again. Bills are either charged in account, paid by cash, note« 
or order. 

New Tokk, Jan. 1, 18»*. 

IRoBEBT Davis, 

So't of John Wilsok. 



5 lbs. Coffee @ 80^ .v 

25 lbs. Soap @ 20)^ 

Bec'd Payment, 

John Wilson. 



1 
5 



6 



50 
00 



00 
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75. Accounts Current are billB of acconnt, contaming 
all the debits and credits ; for example, 

William Bbown, 

In Account ivith Oeobge Washington. 



» = 

18*» 


2 

24 
80 

15 
81 


Dr. 


225 

100 

81 


00 
00 
25 

00 
25 


1406 
406 




July 
«< 


To 80 Bbls. Flour @ |7.50 . . 
" 20 ** Best Rye Flour @ $5 
" 25 " Com Meal @ 8.25 . 


25 


18*» 


210 
196 




July 


By 15 BblB. Pork @ $1400 . . 
" Note at 00 days ..... 


25 









76. Receipts are giren for cash on acc't, cash in fall at 
settlement^ an order on another party^ note given for balance^ 
etc. ; for example^ 

$50.00. Boston, Mass., March 28, 18**. 

Sec'd from Robert Hatch, on acc't, Fifty Dollars. 

Geobgb Gbay. 

77. Orders are given to creditors and others^ for cash^ 
goods^ or other articles ; for example^ 

$8.50. Washington, D. C, Nov. 10, 18«*. 

Deliver to Henry Mathews or order, 25 lbs. butter ® 30/^ ; 

5 lbs. cheese (^ 20^ ; and charge to the acc't of 

John Mills. 
David Mabshall, Esq. 

78« Notes are given as promises to pay on demand, 30 
days after date, 1 year after date, etc., according to agreement. 
The words, value received^ are essential to a note. Kotes are 
given by one, two, or more parties ; for example. 
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^^iWr* Oswego, New Tokk, Jan. 1, 18**. 

Thirty days after date, for value rec'd, I promise to pay to 
John Welsh or order, at the 3d If at. Bank, twenty -^ dollars, 
the balance due on account. j^^^^ Noetok. 

The words, " or order," in a note render the payee's endorsement neces* 
sary ; and, sach endorsement upon the note when redeemed is another 
form of receipt The endorser of a note is also a sore^ 

79. Transient Debtors and Creditors are those 
with whom we are not likely to haye more than one transac- 
tion; for example. 

Dr. Sundry Debtors. Cr. 



18»* 
June 
July 



1 
6 



Repairing wagon . 
New wagon box . 



|3 
14 



50 
75 





18** 




John Brown . 


Aug. 


1 


Wm. Davis . 


Sept. 


4 



Paid. 
Paid. 



Dr. 




Sundry 


f Creditors. 


Cr 


'. 


■18»^» 
May 


16 
18 


Paid. 
Paid. 




18** 
April 


10 
15 


3 Bushels Com, Wm. Coe 
2 Tons Hay, Jajs. Bates . 


13 
36 


25 
00 



SO. The Suspense Account contains on the debtor 
side, the delayed and uncollected balances, and on the creditor 
side, the collections made. 

Dr. Suspense Account. Cr. 



Namet. 


Ledger, 


Page. 

33 

148 


Amount. 


WJien Settled. 


Semarks. 


Archer, Frank . 
Bradley, George 


A 
B 


$35 
150 


20 
00 


July 15, 18**. 
Aug. 12, 18»*. 


Paid in full. 
Settled for $10a 



81. An account takes the following form when the money 
columns are npon opposite pages : 
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Henry Ashton* 



19** 




March 


6 


*t 


ti 


€t 


a 


€€ 


80 


Apr. 


16 


«« 


24 


<« 


«« 



(( 



tt 



it 



tt 



To 2 doz. Cans Lima Beans. 

3 " " Cherries . 

4 Tins Russian Mustard 
" 2 doz. Cans Potted Beef 
" 1 bbL Irish Oatmeal . 

25 lbs. Pearl Tapioca . 
15 lbs. Soap . • • . 



@, $1.50 
® 1.85 
@ 1.80 
8.20 



© 7f 
@ 18^ 



Dr. 




Cash, 



Dr. 



18»» 
Apr. 



To Cash on hand 





1. The totals are written upon the same horizontal line, and an oblique 
line is drawn to prevent further entries above. Should practice upon the 
above forms be considered necessary, the preceding examples can be taken. 

2. The original entry, the date, number of items, price of each and the 
amount should be made with care in the proper column and re-examined 
at the time. 

3. The side by side method upon the preceding pages is, however, more 
compact, as one column often contains more entries than another. As 
the columns are side by side, and the pupil liable to interchange the 
entries, a severe test of the office of each column is presented by the 
exercises. After such training the pupil will not be likely to err in 
whatever form he may adopt in practice, and a fair preparation is made 
for aU subsequent practice. 
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18*» 
Mar. 



<f 



Apr. 



Henry AsMon. 



15 



(( 



80 



By 200 lbs. Boston Crackers . 
" 100 Iba GomhiU Biscuit . 
Gash 



. • • 



4€ 






Cr. 



1800 
1000 
1060 



88 



60 



Cash. 



Cr. 



18*» 




Apr. 





*€ 


14 


€€ 


f< 


4i 


20 


it 


<( 







By 18 yds. Lawn @ W , 

" 1 Chip Hat 

" 2 yds. Ribbon @ W ; Flowers, $8.00 . . 

" 1 pr. Gloves 

1 pr. Slippers 




82* An account takes the following form when the money 



Dr. 


Charles Narthend. 


Cr 


1 
• 


18«» 










18*» 






1 


July 


1 


To Day Book 


500 


00 


July 


15 


By Cash Book 


500 


00 



In this case the ledger is a secondary book, and is preceded by a book of 
oziginal entry in which the transactions are entered in f ulL Art 166. 
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83* The following is the f onn of an index. Art. 6. 

Index to Ledger A. 



A. 
Acker, Cliarles A, Pa^ — . 
Ackerman, W. H. *' — , 
Abbot, U.B. " — . 


J. 

Johnson, Saml. Page — , 
Jackson, Henry. " — . 
Jacobs, Abram. *' — . 




^, etc. 


JT, etc. 





1. Some accounts require a whole page or more, upon the ledger, and 
others only half a page. The book-keeper must exercise his own judg- 
ment ycL this matter, in opening a new ledger. Accounts should be trans- 
ferred, when they approach within a line or two of each other. 

2. When there is a partnership, the accounts of the partners usually 
come first upon the ledger, but the frequent transfer of accounts will 
change almost any order supposed to be established. 

8. Similar account titles should not appear upon the same or upon oppo- 
site pages of the ledger. Thus : — Entries belonging to Smith and Smythe, 
or White and Wight, or George Davis and George Coe, might be inter- 
changed in posting ; also when there are two or more Smiths or Browns, 
without great care, the accounts become mixed. 

84. Borrowed and Returned. — Articles are lent, 
and the names of borrowers often forgotten. It is proper to 
charge a person for articles borrowed, and credit him with the 
same articles returned ; the account taking the public library 



J>r. 


AU.O • 

Borrowed and Returned. Cr. 

1 


"18** 

July 


1 
10 


Hugh Johnson, 
To 1 Plow. 


18»* 
Oct 


5 




Aug. 


Henry Van Leup, 

To Taine's Hist.Eng.Lit. 


Henry Van Leup, 

By Taine's Hist. Eng. Lit. 
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VII. DRILL TABLES. 

86. REVIEV/^INO THE ELEMENTS. 

Ex. 17. James Brown, Dr. $15.00 ; Cr. $25.00. 

Analysis. — James Brown is in debt to ns $15.00, and in credit by us 
$25.00. The balance, $10, is in bis favor, becanse bis credits exceed 
bis debits by tbis amount. 

Ex. 18. Cash, Dr. $36.00 ; Cr. $20.00. 

Analysis.— Tbe casb received is $85.00, piedd $20.00, and tbe balance 
on band sbonld be $15.00. Tbe sides of tbe casb account are named 
debtor and creditor only to distinguisb tbem from eacb otber. 

Ex. 19. Cash, Dr. $30.00 ; Cr. $40.00. 

Analysis. — Incorrect, because tbe casb payments cannot exceed tbe 
casb receipts. We bave eitber omitted to enter all tbe casb received, or 
we bave made tbe payment entries exceed tbe actual payments. 

Ex. 20. Henry Davis, Dr. $50.00 ; Cr. $40.00. 

Ex. 21. Cash, Dr. $60.00 ; Cr. $45.00. 

Ex. 22. John Coe, Dr. $50.00 ; Cr. $35.00. 

Ex. 23. Cash, Dr. $36.00 ; Cr. $46.00. 

Ex. 24. Wm. Crane, Dr. $80.00 ; Cr. $80.00. 

Ex. 25. Chas. White, Dr. $25.00 ; Cr. $40.00. — 

Ex. 26. Cash, Dr. $50.00 ; Cr. $50.00. 

Ex. 27. Robert Gunn, Dr. $82.00 ; Cr. $40.00. 

Ex. 28. Cash, Dr. $80.00 ; Cr. $60.00. 

Ex. 29. George Leonard, Dr. $60.00 ; Cr. $85.00. 

Ex. 30. Cash, Dr. $75 ; Cr. $60; and on hand only $10. 

Ex. 31. Cash, Dr. $1000 ; Cr. $800 ; on hand $150. 






Ex. 32. Cash, Dr. $800 ; Cr. $9(W.(, .^ 

Ex. 33. Cash, Drs. $40, $70, %k^ ; Crs. $25, $30, $80, $70. v^( 
Ex. 34. Cash, Drs. $60, $g8,^$70 ; Crs. $40, $50, $90, $40?" 
Ex. 35. Cash, Drs. $70^ $80 ; Crs. $60, $50 ; on hand only $25. 
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Ex. 36. Exhibit the accounts of each party in the following 
transactions^ and show that whatever is in favor of one is 
against the other ; and that each account is an expressive and 
compact statement of the relations of the parties to each other : 

June 1, 18**. John Williams borrows $50 of Henry Jones. 

June 14, 18**. Henry Jones buys a horse of John Williams 
for $150. 

June 30, 18**. The parties settle by cash payment of the 
balance. 

Ex. 37. I begin business with cash, $450. Louis Ames owes 
me $270, George Hays, $345, and Morris Johnson, $6.48 ; I 
owe William Watson $175, John Smith $930, and Harry Sands 
$84.50. Make my opening entries. 

Ex. 38. July 1, 18**. Sold Julius Camp, goods amounting 
to $500, and in payment received cash $140, his note at 4 
months for $200, and the balance remains on account for three 
months. 

Oci 1. Beceived from Julius Camp cash $160 on account, 
and Nov. 1 the amount of his note, $200. Make the proper 
entries in both accounts. 

Ex. 39. Nov. 1, 18**. Samuel P. Williams bought of Thur- 
ber & Co., New York, 25 lbs. finest Oolong tea @ 751^ ; 50 lbs. 
Young Hyson © 55^ ; 20 lbs. English Breakfast tea @ 65;^ ; 
35 lbs. Arabian Mocha coffee @ 30^ ; 40 lbs. Old Java coffee 
@ 29/^ ; 40 lbs. best Maracaibo coffee % 23^ ; 50 lbs. best Sara- 
nilla coffee (^ 23^^ ; 50 lbs. best Bio coffee ® 24f ; 25 lbs. good 
Bio coffee © 21^/^ ; 25 lbs. common coffee (^ 16^^. 

A bill was made out and paid. Beproduce it. 

Ex. 40. Dec. 17, 18**. Bobert Thurston bought of Thurber 
& Co., New York, 25 lbs. dried apples ® 6^ ; 15 lbs. dried 
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blackberries ® 7f ; 75 lbs. dates (^ 5^^ ; three 12-lb. boxes of 
figs @ 8^ ; 20 lbs. dried peaches @ 28/^ ; 40 lbs. prunes @ 7^ ; 
25 lbs. raisins <^ 15f ; 20 lbs. dried raspberries ® 26|^ ; 10 lbs. 
allspice (^ 16^ ; 5 lbs. cloves (^ 44^ ; 10 lbs. black pepper @ 16^; 
5 lbs. white pepper @ 27^ ; 3 lbs. best nutmegs ® $1.10 ; 3 doz. 
bottles French pickles ® $3.Q0 ; 25 lbs. Jordan shelled almonds 
® 40^ ; 25 lbs. Brazil nuts (^ b^f ; 30 lbs. English filberts (^ 
SOf ; 25 lbs. Pecan nuts (^7f; 50 lbs. French walnuts (^ 10^ ; 
25 lbs. Naples walnuts ® 14^ ; 20 lbs. maple sugar ® 41^. 

Settled by note at sixty days. Make out the bill and the 
note. J^ Amount, $ . 

Ex. 41. Write a receipt for cash, for cash in full at settle- 
ment, for an order for groceries to the amount of $10, for a 
note taken for balance due at settlement, ^^rite an order for 
cash\ another for goods, and another for a horse and carriage. J 

Ex. 42. Write, payable to John Brown or order, a note for 
$1.00. Write upon it the indorsement necessary for John 
Brown to dispose of it. Tell who is the maker of this note, 
the payee, payer, the indorser, the indorsee and the holder. 
Write a note which is not negotiable (omit ^'or order,'* **or 
bearer''). Write a negotiable note given by two persons. 

Ex. 43. Make up an account with Transient Debtors, Tran- 
sient Creditors, a Suspense Account 

/ Ex. 44. Bule a form of account for debits and credits side 
by side, upon the same page ; upon opposite pages ; upon oppo- 
site sides of the same page. Write the form of an index ; 
make up a Borrowed and Setumed Account. 
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86« VIIX. QUESTIONS FOR EXAMINATION. 

1. Define a personal account ; debtor ; debtor side or debit side ; 
creditor ; credit side ; debits ; credits ; balance. 

2. How are debit and credit columns situated? How is an account 
opened ? What is the rule for conducting a personal account ? 

8. What are a person's debits ? His credits ? Which side shows what 
a person owes us ? What we owe him ? When will the balance be in 
our favor ? Against us ? In his favor ? Against him ? 

4. Qive the rule for settling a bill of account ; for closing a personal 
account ; for balancing accounts in cases of delayed settlements ; give the 
suggestions to the learner. 

5. What do you uUderstand by a settlement? ^Settlement by cash» 
note, order, &c.? What can you say of frequent, and delayed settle- 
ments ? Receipt or statement of settlement ? Accepting the return of 
an article? Agreement as to balance due? A distasteful settlement? 
What suggestions can you give on the division of labor ? See Art. 55. _,. 

6. State what is said about accounts with hired persons ; testimonials ; 
words of approval ; a settled account continued ; breaking agreement ; 
mutual dependence ; making out and settling bills ; receipt and receipted 
bills ; incorrect bills ; a purchase per bill; several personal accounts ; cash 
and personal accounts ; bills of parcels ; accounts current ; receipts ; 
orders ; notes ; transient debtors ; creditors ; the suspense account, &c 

7. Explain the different forms of accounts and give the notes upon 
them. Explain the form of an index and give the notes upon it. Ex- 
plain the " Borrowed and Returned ** Account, and state some of its uses 
and applications. 

87. * IX. TOPIC EXERCISES. 

1. 1 ake each example as thg subject of a topic exercise. See Art. 87. 

2. Give the definitions and rules relating to the cash account ; to the 
personal accounts. 

3. Give transactions and their double entries, where a cash account 
and accounts with persons, are kept at the same time. See Art. 72. 

4. Exhibit the balancing of a cash account when there is a deficiency 
of $10 ; an excess of |15. 
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GAIN AND LOSS ACCOUNTS. 

88. The Sources of Wealth are chiefly agriculture, 
manufacture, mining and trade. 

89. The Means of Wealth are outlays and returns 
made with intelligence, industry and skilled labor. 

90. Agriculture is the cultivation of the ground. It 
includes grazing and the management of live-stock. The soil, 
climate and market will generally indicate the kind of products 
which will be most profitable. The farm produces chiefly 
wheat, com, rye, oats, butter, beef, pork, mutton and poultry. 

1. Farms lying near large cities are used for garden produce ; as peas, 
beans, potatoes, sweet com, asparagus, pie-plant, lettuce, tomatoes, 
berries, melons and cabbage. 

2. The plantation generally produces cotton, rice or sugar. The names 
garden, vineyard, nursery, gre3nhouse, dairy and rancb denote objects 
of agricultural industry. 

91. Manufacture changes the raw material into forms 
suitable for use ; for example, the flour-mill grinds wheat into 
flour, and com into meal ; the shoe factory makes leather into 
shoes ; the cotton factory spins cotton into thread, and weaves 
the thread into cloth ; and the starch factory makes starch 
from com. 

1. Factories also prepare material for houses, furniture and many 
other purposes. 

2. The words masonry, carpentry, carriage making, jewelry, cutlery, 
printing and book-binding denote a few of the almost innumerable 
manof actoring industries. 
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PRACTICE IN BOOK-KEEPING. 

99. Suggegtiana to the Teacher and Learner. 

1. The previous suggestions were designed to aid the learner 
and teacher, and not to restrict them. 

2. The questions given will generally suggest others of a 
similar character, and the subject-matter will thus become 
interesting and profitable. Begin Acct. Book No. IL 

L The Fakm, Dairy and Gabdek. 

EXAM PLE 1. 

100* Eaising winter wheat, 10 acres. 

TEAKSACTIOKS. 

Sept. 9, 18** Plowing 15 days @ $3.00. 
Sept. 11. 17^ bushels seed @ $1.50. 
Sept. 14. Sowing 1^ days @ $1.00. 
Sept. 15. Harrowing 6 days @ 13.00. 
July 25, 18**. Harvesting, $55.00. 
Aug. 2. Marketing, $15.00. 
Aug. 2. Sold 200 bushels wheat @ $1.45. 
Aug. 2. Paid for use of land, $70. 
Aug. 30. Reserved for use 15 bushels, valued at $1.45. 
Aug. 30. Sold the straw for $10.00. 
Inventory. — ^Unsold, 35 bushels wheat, valued ® $1.45. 

101. FORM OF ORAL RECITATION. 

Transaction 1— Plowing 15 days @ $3.00. 

Analysis. — This is an outlay in tlie wheatfield account, and, there- 
fore, a debit. Rule : In gain and loss accounts, outlays are debits. 

Transaction Aug. 2— Sold 200 bushels wheat @ $1 45. 
Analysis. — This is a return in the wheatfield account, and, therefore, 
a credit Rule : In gain and loss accounts, returns are credits. 
Analyze transactions 2, 3, 4, etc., in like manner. 
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The use of two lines, for an entry, is far preferable to contractions, 
like the above, for the words plowing, seed, sowing, harrowing, wheat, 
self, &c. Our account books for practice will render such contractions 
quite unnecessary. See page 2. 

102. FINDING THE GAIN OR LOSS. 

Wheatfield Cr. $321.75, 

unsold wheat . . . 60.75 $872 60 
Br. 



€t 



230.76 . 
Qain on the investment $141.76 
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103« READINa L.BDCER ENTRIES. 

Sept. 9, 18** Wheatfield is debited to outlay, for 15 days plowing @ 
13.00, the word outlay being understood. If the word outlay were writ- 
ten in place of Dr. and the word To omitted, the account would be sim- 
plified, as the abbreviation Dr. is used only to name the left-hand side of 
the account 

Aug. 2. Wheatfield is credited by returns, for 200 bushels of wheat @ 
(1.45, the word returns being understood. If the word returns were 
written in place of Cr., and the word By omitted, the account would be 
simplified, but its form would be a departure from established usage. 

QUESTIONS ON EXAMPLE I. 

1. What is the name of this account ? Fot what purpose is it kept ? 
What class of accounts does it belong to ? What do the debits show ? 
The credits ? The balance ? 

2. Give the purpose and items of outlay ; returns ; inventory. Define 
gain and loss accounts. Give the rule for conducting and for closing. 

8. Tell particularly how you find the $321.75 ; $50.75 ; $372,50 ; 
$280.75 ; $141.75. When was the work done ? In what seasons ? 

4 GenercU JRcview.— What are the sources of wealth? The 
means of wealth ? What is agriculture ? Manufacture ? Trade ? Mining ? 
Merchandise ? What are gain and loss accounts ? Rule for conducting 7 
Rale for closing ? 

In like manner similar exercises can be given with each example ; ob- 
serving, that all the notes should be carefully read and fully, understood. 

SUGGESTIVE EXERCISES. 

104. Qualities and Frices of Articles^ 

1. Name, as far as you are able, the different kinds of wheat, and give 
the current price per bushel. Give the current price of com, rye, barley, 
oats, &c. See Arts. 20, 21 and 54 

2. Why is flour more valuable in New York City than in Chicago or 
St. Louis ? WTiy are dry-goods in New York City less valuable than in 
Chicago and St. Louis ? Why is coal more valuable in the city than in 
the mines ? 

3. If a day's work produces but $1, what will $1 fairly represent ? 
What will $10 represent ? What will a hat costing $8 represent ? Why 
should you take care of property? 
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EXAMPLB II, 

10$. Baising Indian com — 10 acres. 

Account Title: — Indian Corny 1 Acn, 

TEANSACTIONS. 

Apr. 20, 18**. Drawing manure 30 days @ $2.50. 

Apr. 30. Spreading manure 10 days ® $1.00. 

May 8. Plowing 10 days @ $2.50. 

May 10. Harrowing 3 days ® $2.50. 

May 11. Furrowing out, 2^ days <^ $1.50. 

May 11. Seed com, 1^ bushels @ $1.00, 

May 12. Planting, 10 days ® $1.00. 

May 30. Oultiyating, 3 days ® $1.50. 

June 3. First hoeing, 28 days <^ $1.00. 

June 28. Guitiyating com, 5 days ® $1.50. 

June 30. Second hoeing, 30 days (^ $1.00. 

Sept. 15. Gutting per contract, $20.00. 

Oct. 30. Husking and shelling per contract, $58.00. 

KoY. 20. Beserved for use 35 bushels ® 52^. 

KoY. 28. Sold 650 bushels ® &^f. Expenses of marketing 

2^^ per bushel 
Dec. 1. Sold 100 bushels poor com ® 20^. 
Dec. 8. Sold stalks, $250.00. 
Dec. 20. Paid for manure, $75.00. 
Dec. 20. Paid for use of land, $65.00. 
What was the gain or loss in this inyestment ? 

Ans, Gain, S2S0.4S. 

1. The farm will generally indicate the intelligence and industry of 
the fanner. For example ; when the cleaning and hoeing are too long 
neglected, the weeds will almost compel an indifferent fanner to abandon 
the field. 

%, Washington said that agriculture was "the most healthfnl, the 
<no6fc na^al, sad the most akoble employment of maa ;" hut this is oaljr 
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trae when the soil is snitablj cnltivated, the seed-time and harvest caie- 
f ally observed, and when intelligence and energy are manifested in everj 
branch of the work 

EXAMPLE III. 

106. Baising cornstalks for milch cows — 10 acres. 
Account Title : — Corn Fodder, 10 Acres. 

TBAKSAOTIOIf S. 

April 29, 18**. At $2.50 a day, plowing half an acre, \ day ; 
harrowing and drilling with a light plow, ^ day ; manuring in 
drills, 2 days. 

April 30. Spreading manure in drills, 1^ days (3^ $1.00 ; drop- 
ping com in drills, i<day @ $1.00 ; covering with light plow, 
J day @ $1.50 ; finishing with hoe 1 day, $1.00 ; leveling with 
light brush harrow, \ day (^ $1.50, (0.38) ; re-covering with 
hoe 1 day, $1.00. 

May 30. Cultivating 1 day, $1.50 ; paid for 2 bushels seed 
@ 64f . 

From the entries already made, find the total expense of 
raising the first half acre of com. With th^is amount debit the 
account successively May 10, 20, 30, June 10 and 20, as the 
expense of raising other half acres at the dates given. 

July 10. Eaising 7 acres at the same rate. 
Oct. 1. Fed I'load com every day during July, August 
and September, valued ® $2.75 a load. 

Oct. 10. Gutting and stocking 7 acres com (§^ $450. 

Inventory, — Cornstalks on hand valued at $250. 

What is the gain or loss? Ans. Gain, $167^0. 

1. Cutting daily and feeding com, oats, or other crops while green is 
called soiling. Com thus raised and cnt green will produce about 400 lbs. 
per square rod, or 82 tons per acre. For winter feed, the com is planted 
late enough to get its full growth just previous to the first heavy frosty 
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when it is cut and stocked up, nsoallj in rows, bnt, in oider to prevent 
heating and molding it is not drawn to the bam much faster than 
it is fed. The stalks are cut while they are tender and still growing. 

2. The dairyman provides the best and greatest variety of feed prac- 
ticable for his cows. If they are in a clover field in the morning, he 
turns them into a different field in the afternoon ; and in winter, at the 
daily feedings, different articles are fed. He is gentle with his cows 
Gleaning and carding them, and they are more gentle to each other. 

EXAMPLE IV. 

107, Baisiiig potatoes and cabbage^ 1 acre each, straw- 
berries, 2 acres. 

Account Titles : — Potatoes, Strawberries, and Cabbage. 

TRAKSACTIONS. 

Saturday, April 17, 18**. 

Plowing ground for potatoes, IJ days at 13.00 ; harrowing, 
^ day @ $2.50 ; plowing drills, J day @ $1.50 ; manuring in 
drills, 4 days @ $3.00 ; spreading, 2 days ® $1.00 ; seed pota^ 
toes, 4 bbls. @ $2.50 ; cutting and dropping seed, 3 days (^ 
$1.00 ; covering with light plow, 1 day, $1.50 ; covering com^ 
pleted with hoe, IJ days @ $1.00. 

Saturday, April 24, 18**. 

Leveling potato grounds with a light brush harrow, ^ day 
@ $1.50 ; removal by hand of heavy cover which overtops the 
strawberry plants, 4 days @ $1.25 ; preparing another acre for 
strawberry plants, 4 days @ $2.50 ; removal of 4500 plants 
from seed-bed, 3-J^ days @ $1.00 ; setting 1 acre with the plants, 
4 days ® $1.25. 

Saturday, May 8, 18**. 

Preparation of soil for cabbage, 2 days @ $3.00 ; Eegulating 
cover about strawberry plants, 4 days (^ $1.25. 
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ScUurdatf, May 15, 18*\ 

Cleaning new plants^ 4 days ® 11.00 ; regalating corer about 
old plants, 2 days (^ $1.00 ; drawing stone from cabbage lot, 

2 days (^ $2.50. 

Saturday, May 22, 18*\ 

Begnlating cover about old plants, 1 day, $1.00 ; re-setting 
new plants, Ij^ days (^ $1.00 ; plowing cabbage ground, 1 day, 
$3.00. 

Saturday, May 29, 18^*. 

Harrowing cabbage ground, 1 day, $2.50 ; plowing drills for 
cabbage, 2 days © $3.00. Cleaning new strawberry plants, 

3 days <d $1.00. Making cabbage hills, 2 days ® $5.00. Set- 
ting 1000 cabbage plants, 2^ days (^ $1.00. 

Saturday, June 6, 18**. 

Making cabbage hiUs, 2 days & $5.00. Cleaning new straw^ 
berry plants, 3^ days (^ $1.00. Setting 1000 cabbage plants, 
2^ days ® $1.00. Hoeing potatoes, 4 days (^ $1.25. 

Saturday, JurCe 12, 18**. 

Making cabbage hills, 3 days @ $5.00. Sold 1200 qts. berries 
(^ 12^. Paid 2^ per qt. for picking berries. 

Saturday, June 19, 18**. 
Sold 1800 qts. berries ® 10^ ; Paid for picking, %f per qt. 
Hoeing potato^, 3^ days @ $1.00. Cultivating and cleaning 
new strawberry plants, 3 days ® $1.25. 

Saturday, June 26, 18**. 
Sold 2500 qts. berries @ 8^ ; paid for picking, 2f per qt 
Setting 2500 cabbage plants, 5 days @ $1.25. 

Saturday, July S, 18**. 
Cleaning new strawberry plants, Z\ days (Si $1.50 ; remoyal 
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of coTer from old plants^ 4 days (^ 11.50 ; weeding old plants, 
6 days ® $1.25 ; cultivating old plants, 1 day, $1.50* Weeding 
potatoes, 2 days (^ II. 00. 

Saturday, July 2J^ 18**. 

Hoeing cabbage, 6 days (^ $1.25* Work in strawberries, 
8 days ® 11.25. Digging potatoes, 3 days & $1.00. Sold 
60 bnshel&jiotatoeB & 75f. 

Saturday, Aug. 7, 18**» ^ 

Digging pot^es, 5 days @ $1.00. Sold 70 otisliels (^ 75^. 

Work in strawberries, 12 days & $1.25. Hoeing cabbage, 4 

days ® $1.00. 

Saturday, Aug. SS, 18**. 

Gleaning strawberries, 20 days ® $1.00. Weeding cabbage, 

4 days ® $1.00. Taken to our own use, 15 bushels potatoes 

@60;^. 

Saturday, Oct. SO, 18**. 

Sold 2000 cabbage @ 6^. Drawing leaves upon strawberry 
plants, 12 days (^ $2.50. 

Saturday, Nov. 20, 18**. 

Sold 1500 cabbage @ 8/^. Spreading leaves upon strawberry 
plants, 2 days @ $1.00; covering leaves with old dressing, 
4 days © $3.50 ; 2 tons salt hay for covering strawberries @ 
$8.00 ; 3 days covering @ $1.00. Value of leaves and cabbage 
fed to stock, $30.00. Paid annual rent for use of Iand> 4 acres 
@ $15.00. 

What is the gain or loss on each account P 

Ana. Gain on potatoes, $35.75 ; cabbage, $170.75 ; straw- 
berries, $206.50. 

1. Agricnltore, like other occupations, should be well followed; a 
person's best energies must be exercised ; for indifference is ruinous to 
any bnsixiess. 
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2. The farmer should acquaint himself with the soils, fertilizers, grasses, 
grains, rotation of crops, care of live-stock, and keep memoranda of his 
operations. (See Palmer's ** Fanner's Guide and Account Book") 
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n. The Shop and the Factoby. 

EXAMPLE V. 

108. Building a carriage-house for Wm. McElay. 
Account title : — Wm. McKay^a Carriage-house. 

TEAKSACTIONS. 

May 15, 18**. 

Eec'd from Wm. McKay on %, 1500. 
Paid workmen 24 days @ 11.75. 
Paid bill for nails, hinges, &c., 124.50. 
Paid for lumber, per bill, $450.00. 

May SO, 18**. 

Eec'd from Wm. McKay on %, 1250.00. 

Paid workmen 19 days @ 11.75, and 14 days @ $2.50. 

Paid bill for mason work, $175.00. 

June 15, 18**. 

Eec'd from Wm. McKay, balance on contract, 1250.00. 

Paid workmen in full, 175.00. 

Paid R E. Janes, bill for sash and blinds, 144.50. 

What is the gain or loss ? Ans. Gain, S 120.75. 
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The work upon public and priTBte buildings, loads, etc., is usually 
performed by contract, and the following order is generally observed : — 

1st. The Specifications. — An architect or an engineer draws a plan of 
the work, specifying minutely the size, quality, and all the particulars 
required. 

2d. Proposals for the toorh are next solicited by advertising, or post- 
ing notices, or both ; stating where the specifications and drawings can 
be seen. 

8d. Atoarding the Contract, — At a time named in the advertisement, all 
the proposals are opened, and each bid is noted. The lowest responsible 
bidder is notified to present himself. 

4th. Articles of Agreement are now drawn stating that the work shall 
be done agreeably to the drawings and specifications for the given sum 
agreed upon, which shall be paid by installments as the work progresses, 
as specified in the agreement The agreement should be signed in dupli- 
cate by both parties. 

6th. The Superintejidence of the work is usually entrusted to tha 
architect or the engineer, on whose certificate the installments are paid. 

109« Suggestion. — If we keep, merchandise, cash and 
personal accounts at the same time, certain transactions will 
involve both debit and credit entries. Art 72. 



ILLUSTRATIVE EXAMPLE. 



Bought merchandise of John Jones, per bill, 1500, and paid 
him cash on account, $300. 



Debits. 


OredUs, 
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Dr. Or. 


500 






To John Jones . 


. 1 500 




800 


or 


Cash. 
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200 




By Merchandise . 


. 1 1 aoo 
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fIN JOHl 


ss. 
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• 



Merchandise 
Cash . • 
John Jones 



By Merchandise . . | | 200 

Many transactions, in the eight examples which follow, will involve 
double entries ; and the work will approach closely to double entry book- 
heeping. Arts. 10, 11. 

4 
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BXAMPI.B VI. 

IIO. Transactions of a carriage maker. Arts. 15, 46, 96. 

September i, 18**. \?^ y 

Merchandise on hand, consisting pi carriages and material, 
per inventory, $2000.00. Ari 96. 

I owe Franklin Trask $275.00, and James Bichland owes me 
$185.00, and I hare cafih on hand, $75.00. Arts. 70 ; 15. 

September. 15, 18**. 

Sold Franklin Trask 1 phfldt^,^$375.00, and received cash 
on a<5c't, $75.00. Arts. 96 ; 15 ; 45. C>^^ 

Bought merchandise of James Bicmana, per bill, $265.00, 
and paid cash $50.00 on acc't. Arts. 96, 15, 45. 

October^ 18**. 

Sold James Bichland 1 Bio^wiy, $225.00, and received 
from him, on acc*t, $145.00t^ Arts. 96, 15, 45. 

Bought merchandise of V^aiiiklin Trask, $85.00. and paid 
him on acc% $45.00. Arts. 96, 15, 45. 

January 1, 18**. 

Inventory. — Merchandise on hand, $1800.00. 

What are the results ? Ans. Gash Oti hand, $200 ; James 
Bichland owes us, $50.00 ; we owe Franklin Trask, $15.00 ; 
profit on merchandise, $50.00. 

1. Agreements for any important work should always be in writing, 
and signed by the parties. 

2. The stipulation in any transaction as to payment should be com- 
plied with promptly. The neglect of one party will generally disappoint 
others. If payment cannot be made when due, a note should be given, 
payable at the bank if possible. 

8. The debtor should not subject his creditor to the necessity of fre- 
quent calls for money fully due, and make him appear as one soliciting 
a favor. 



^ 
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ni. Hat, Ploub and Peed, 

111. A JPrice Current is the price list of articles at 
the market where they are bought and sold. 

1. Market prices or market reports are published as news items in the 
city papers. 

2. Wholesale dealers often send spedal price-lists to their customers 
and solicit orders. Samples are sometimes sent and a large trade is 
carried on in this way. 

EXAMPLE VII. 

lis. Transactions of a hay dealer. Arts. 15, 45 and 96. 

Sept. 10, 18**. Hay on hand, per inventory, 6 tons @ $17.50. 

Gash on hand, tdOO.OO. 
Sept. 10. Ordered, per price Ust, of Brown & Go.^ 5 carloads 

of hay, 40 tons ® $13.50. 
Sept. 15. Paid freight on 6 cars @ $16.50. 
Sept. 16. -Sold for cash, 8 tons hay @ $17.50. 
Sept. 16. Paid Brown & Go. cash, $640.00. 
Sept. 17. -Sold for cash, 8 tons hay @ $17.50. 
Sept 18. Paid for carting hay, $20.00. 
Sept. 20. "^old for cash, 10 tons hay @ $18.00. 
Sept. 24. HSold Davis & Go. on acc't, 16 tons hay ® $18.85. 
Sept 26. Bec'd from Davis & Go. on acc't, $200.00. 

Inventory. — 3 tons hay @ $18. 

What are the results ? Gash on hand, $517.50. Davis & Go. 
owe us $92.00. Profit on merchandise, $76.00: 

1. The chief lines of transportation between the west and the seaboard 
towns are : — 

l8t. The Grand Trunk R. R. to Portland, Me. 

Sd, The Great Lakes and River St. Lawrence to the Atlantia 

Sd, The N. Y. Central and Hudson R. R to New York. 

4th, The Erie R. R. to New York. 

Hk. Tbflf Pennsylvania R. R. to Philadelphia. 
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6th, The Baltimore and Ohio B. B. to Baltimore. 

7th. The Mississippi River to the Atlantic. 

2. The capacity of a freight car is about 100 barrels of floor or 10 tona 
The cost of transportation yaries, and is not, strictly, according to dis- 
tances for way stations on the same line. Way freight trains make 
tedious journeys compared with through freight and express trains. 
Canal and steamboat freights are usually less than those of railways. 
An Erie Canal boat carries about 2250 barrels of flour, or 22]^ car loads. 

EXAMPLE VIII. 

113. Transactions of a flour dealer. Arts. 15, 45 and 96. 

Accounts: — Flour, Cash, Davis <& Co*, James Wilsoru 

Jan. 1, 18** Cash on hand, $12,500.00. 
Jan. 10. Paid on arrival of goods, the following bills : — 
Eockwood & Co., for 2000 bbls. flour @ 15.50. 
Freight to New York, 20 cars @ 195.00. 
Jan. 11. Sold Davis & Co. on acc't, 1000 bbls. flour @ 16.75. 

Sold James Bowen for cash, 1000 bbls. ® $6.50. 
Jan. 15. Received from Davis & Co. on acc^t, $6750.00. 
Jan. 20. Paid on arrival of goods, the following bills : — 

Ball & Co., St. Louis, for 5000 bbls. flour @ $5.35. 
Freight to New York, 5000 bbls. @ $1.00. 
Jan. 22. Sold for cash, 1500 bbls. @ $6.50. 
Jan. 25. Sold James Wilson on %, 1000 bbls. ® $6.76. 
Jan. 28. Sold for cash, 1200 bbls. (^ $6.50. 
Jan. 30. Eeceived from James "Wilson on acc't, $6750.00. 
Jan. 31. Sold for cash, 800 bbls. @ $6.60. Paid following 
expenses for the month of Jan'y : — ^rent, $90.00 ; 
James Parker, clerk, $65.00 ; M. O'Brien, porter, 
$28.00 ; cartage, as per contract, 13500 bbls. @ 5f ; 
storage, as per contract, 7000 bbls. @ Q^f. On 
hand, 500 bbls. valued @ $6.50. 
What are the results ? 

Ans. Profits on Mdse, $117.00. Cash on hand, $9367.00. 
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114. A Draft is a written order for the payment of money, 
either a specified number of days after date or after presenta- 
tion. Thus : — 

•2923«yV- St. Louis, June 25, 18**. 

Ten days after sight, pay to Henry Mcintosh or order, 
two hundred and ninety-two and -f^ dollars, and charge to 
the account of Haight & Co. 

To Geobgb Washington. 

1. Haight & Ck>., the drawers, send this draft to Henry Mcintosh, the 
payee, whom they owe. The payee presents it to George Washington, 
the drawee, or person drawn upon. If the drawee accepts it, he writes 
across its face, usually in red ink, the words : 



<« 



Accepted Aug, , 18**. 

George Waski/ngUm.** 

He then becomes the acceptor, and the draft will then be known as G^rge 
Washington's Acceptance, 

2. If Henry Mcintosh indorses this draft by the words, "Pay to the 
order of Wm. Thompson," whom he owes, signing his own name. Henry 
Mcintosh becomes the indorser and Wm. Thompson the indorsee. The 
holder of a draft or note is the party who has the legal possession of it^ 
or to whose order it was last made payable. 

.8. A refusal to accept, or, having accepted, a neglect or refusal to pay, 
must be followed by a protest or declaration by the holder, made before a 
notary public, against any loss by the non-acceptance or non-payment. 
Copies of the bill, with all the indorsements and the protest attached, 
must then be served upon the drawers and indorsers without delay. The 
draft itself indicates the legal obligation of the drawers, Haight & Co., 
to pay the amount. Promissory notes are protested in like manner. 

4. The original parties to a note are the maker and the payee, and the 
.original parties to a draft are the drawer, payee and drawee. Notes and 
drafts are called UUs. Our own notes and acceptances given to others 
and outstanding, we call our hiUs payable; other men's notes and accept- 
ances in our possession we call our hUU receivable, 

5. BiRs of ewshange are drafts ; and a set of exchange consists of two 
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or more bills of exchange of the same date and amoant, nsnally sent bj 
different conveyiuices to prevent delay or loss. Eadi ftftntalna a cUnao 
that the others are unpaid, and that when one is paid the others are void. 

EXAMPLE IX. 

115. Transactions of a feed merchant. Arts. 15, 45, 96, 129. 

Accounts: — Oais, Haight dt Co., Cash, Bitts Payable^ 

WiUiama £ Co. 

New York, July 1, 18**. 
I have cash on hand, 1450.00. 

Accepted Haight & Co.'s draft at ten days for $292.50, for 
carload of oats, 650 bushels at 45^. Shipped from Toledo, 0. 

July 5. 
Paid freight on 650 bnshels oats ® lOf. 
Paid my acceptance of Haight & Go/s draft on me for 1292.60 . 
Sold Williams & Co., on acc't, 250 bushels oats (^ 58/. 

July 7. 
Sold for cash 300 bushels oats @ 58^. 
Bec'd from Williams & Co., on acc't, cash, I145.00. 

Inventory. — On hand, 100 bushels oats (^ 58^. 
Find the gain or loss. 

Ans. Gain, 119.50. Cash on hand, MlLSa 

IV. Teas, Gboobbibs aiitd Dby Goods. 

EXAMPLE X. 

116. First transactions of a merchant who now imports his 
teas in large quantities from China and Japan. Arts. 15, 45 
and 96. 

Accounts : — Tea and Coffee, Cash, Wm. Johnson, Geo. Boiert^. 

Monday, May 1, 18**. 
Cash on hand beginning business, 1250.00, and George 
Boberts owes us I20.0a 
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Bonglit of Bobert Haughton the following goods :^ 
1 chest Oolong tea, 50 lbs. ® 42f, 

1 bag Java coffee, 50 lbs. ® 23^, 

and in payment gave him our draft on Oeorge Boberts for 
$20.00, and the balance, $12.50, in cash. 

Sold for cash 10 lbs. Oolong @ 62^ 5 lbs. Java @ 32^. Sold 
Wm. Johnson, on aca't, ? lbs. Oolong © 52^, 5 lbs. Java ® 32^. 

Wednesday, May S, 18*\ 

Sold for cash 5 lbs. Oolong ® 52^ 4 lbs. Java & d2f. Sold 
for cash 9 lbs. Oolong ® 62f, 6 lbs. Java ® 32/^. 

Thursday, May 4, 18**. 

Bec'd from Wm. Johnson on %, 15.24. Sold for cash 8 lbs. 
Oolong ® b2fy 7 lbs. Java ® 32/^. Sold for cash 10 lbs. Oolong 
® b2fy 9 lbs. Java ® 32/^. 

Paid cash on delivery of goods, as follows : — 

2 chests Oolong tea, 100 lbs. ® 41^. 
2 bags Java coffee, 100 lbs. ® 22f. 

Friday, May 6, 18*\ 

Sold Wm. Johnson on % 12 lbs. Oolong ® 52^ 10 lbs. Java 
® Z2f. Sold for cash 10 lbs. Oolong ® b2f, 8 lbs. Java ® 32^. 
Sold for cash 19 lbs. Oolong ® h2f, 16 lbs. Java ® 32^. 

Saturday May 6, 18**. 

Sold for cash 15 lbs. Oolong ® 52^, 20 lbs. Java ® 32^. 
Bec'd from Wm. Johnson on acc't, $9.44. Sold for cash 12 lbs. 
Oolong ® 52;^, 15 lbs. Java ® 32/^. 

Inventory. — 33 lbs. Oolong ® 60f ; 45 lbs. Java @ 30^. 
What are the results ? 

Am. Profit on Mdse, $28.94. Gash on hand, 1268.94. 
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EXAMPJLE XI. 

117. Transactions of a grocer. Arts. 15^ 45 and 96. 

Accounts : — Groceries, Cash, Williams £ Son, Felter <& Co. 

Oct. 1, 18**. Caflh on hand, 1300.00. Williams & Son owe 
us on acc% 1250.00. 

Oct 2. Beceiyed the following goods from Hertel & Go. : — 
5 firkins of batter, 25 lbs. each, ® 20;^, 
7 firkins butter, 30 lbs. each, @ 25^, 
3 half-barrels mackerel (^ $12.82, 
3 boxes boneless cod, 35 lbs. each, ® %f, 
1 half-barrel white fish, (5.50, 
63 lbs. cheese % 15/, 30 lbs. cheese ® 10;^. 
In payment we have drawn at sight upon Williams & Son, in 
favor of Hertel & Co. for $142.31. 

Oct. 5. Sold for cash 4 firkins butter, 26 lbs. each, @ 23^ ; 
3 firkins butter, 30 lbs. each @ 28/ ; one 35-lb. box cod @ 10/ ; 
1 half-barrel mackerel, $13.50. Sold Felter & Co., on account, 
30 lbs. cheese ® 16/ ; 15 lbs. cheese @ 12^ ; 1 firkin butter, 
25 lbs. @ 23/ ; 3 firkins butter, 30 lbs. each, @ 28/. 

Oct. 14. Sold for cash 1 firkin butter, 30 lbs. @ 28/ ; 1 box 
cod, 35 lbs. @ 10/. Eeceived Arom Felter & Co., on acc't, 
$30.00. '^C -''V>- 

Oct. 17. Sold Felter & Co. 16 lbs. cheese ® 16/ ; 1 half-bbL 
mackerel, $13.50 ; 1 box cod, 85 lbs. @ 10/ ; 1 half-bbL white 
fish, $6.00. 

Oct. 25. Sold for cash 15 lbs. cheese @ 12/. Bec'd fron) 
Felter & Co. on account, e^|^($SOAo(. ^On hand, 1 half-bbL 
mackerel, valued at $13.00 ; 20 lbs. cheese ® 16/. 

What are the results ? 

Ans. Profit on Mdse., $15.74. Felter & Co. owe us $12.95 
Williams & Son, $107.69. Cash on hand, $428.90. 
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The Mdtory, varieties, uses and cnirent prices of the following articles 



will be found interesting : — , , yg 

Flour, But&r, Starch, Raisins, 

Smoked Beef, Cheese, Cinnamon, 

Salt Fish, Yeast Powders, Allspice, 

Soap, ' Crackers, Nutmegs, 

Candles, /^ Tea, Cloves, 

Oils, Coffee. Ginger, 



Sugar, 

Molasses, 

Lard, 

Salt, 

Pork, 



Honey, 

Jellies, 

Prunes, 

Dates, 

Figs, 

Nuts, &a 



EXAMPLE XII. 

118. Transactions of a dry goods merchant. Arts. 15, 45, 96. 
Accounts: — Dry Ooodsy Cashy James £ Co. 

Sept. 1, 18**. Cash on hand, 1450.00. 

Sept. 5. Paid on arrival of goods, the following bill : — 
Hyde & Co. for 75 pieces unbleached muslin, 40 yds. eachj® 6/^. 

20 pieces bleached muslin, 40 yds. each @ S^. 
25 pieces Lonsdale cambric, 40 yds. each @ 14)^. 
4 pieces Canton flannel, 30 yds. each @ lUf. 

Sept. 8. Sold for cash 25 pieces unbleached muslin, 40 yds. 
each @ 8)^ ; 2 pieees Canton flannel, 30 yds. each @ 20f . Sold 
James & Co., on acc% 10 pieces bleached muslin, 40 yds. each 
@ 10^ ; 2 pieces Canton flannel, 30 yds. each @ 20)^. 

Sept. 11. Sold for cash 30 pieces unbleached muslin, 40 yds. 
each @ 8/^ ; 10 pieces bleached muslin, 40 yds. each @ 10)^ ; 
15 pieces Lonsdale cambric, 40 yds. each @ 17<^. 

Sept. 15. Rec'd from James & Co, on %, $52.00. Sold for 
cash 10 pieces unbleached muslin @ Sf per yard, 5 pieces Lons- 
dale cambric @ 17^ per yard. On hand 10 pieces bleached 
muslin, 40 yds. each @ 6<^, 5 pieces Lonsdale cambric, 40 yds. 
each ® 14<^. What are the results ? 

Ans. Profit on Mdse, $95.60. Cash on hand, $493.60. 
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Description, yaiieties, samples and eomnt piioes of the foUowSxiif 
articles will be found interesting : — 

Linen, Tickings, Jean, Beps, 

Prints, Craah, Alpacas, Cashmeroi, 

Sheetings, Duck, Merinos, Velvets, 

Flannel, Drills, Ginghams, Silk, &c. 

EXAMPLE XIII. 

119. Transactions of, a petroleum broker. Arts. 16^ 46, 96* 

Accounts: — Oridley £ Co^ Gomez £ Oo^ Petroleum Oil, 

and Cash. 

New Torhy June i, 18**. 

Beceiyed an order from the agent of Gomez & Go.^ Val- 
paraiso^ Chili, for 5000 gallons of best refined petroleum oil 
@ 23^, on delivery. 

Bought on 'Change of Oridley & Co., brokers, 5000 gallons 
of best refined petroleum oil (^ 16f, on account. 

June 2. 
Shipped per brig Andes, 5000 gallons oil to Gomez & Co., 
Chili, as per order. Freightage 5^ per gallon, payable by 
Gomez & Co., on our account, on delivery. Paid insurance, 
^f per gallon. Received from agent of Gomez & Co. in full, 
$900. Paid Gridley & Co. in full, 1800. Find the gain or loss. 

Ans. Gain 175.00. 

1. Brokers, and dealers in the same articles, associate themselves 
together, and meet regularly to deal with each other ; and hence the 
produce exchange, the com exchange, the stock exchange, &c. 

2. Buyers are slow on a falling and brisk on a rising market ; since 
they make or lose money as prices rise or fall. When goods or stocks 
^ust be bought and delivered, in compliance with a previous agreement, 
the buyer will generally endeavor to depress the market in order to 
increase his margin of profits. Those who endeavor to bring down the 
l>rices are, in the language of the Stock Exchange, called hea/rs ; and 
those who endeavor to carry up the prices, bvIU, 
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V. DRILL TABLES AND EXERCISES. 

120* REVIETATING THE ELEMENTS. 

Ex. 14. Fleur, Dr. $400, Cr. 1300, unsold, $200. 

Analysis. — The oatlay upon floor is $400, the sales $300, and to the 
latter amount must be added $200, the estimated value of flour unsold, 
making the total returns $500. The returns exceed the outlays by $100, 
which is the gain in this investment. Art. 97. 

Ex. 15. Cash, Dr. $300, Cr. $200, and on hand, $75. 

Analysis. — ^The cash debits are $300, credits $200, and the balance is 
therefore $100. Since the cash on hand is only $75, there is a deficiency 
of $25, which is cash disposed of but unaccounted for. 

Ex. 16. Two persons, Wm. Jackson and George Reynolds, 

meet to settle the following account : — 

"Wm. Jackson, Dr. $75.00. 

George Reynolds, Dr. $125.00. 

Analysis.— -Neither party has kept both debtor and creditor with each 
other, and both are therefore at fault. If each party has kept the others' 
debits correctly, the accounts will be as follows : — 

Wm. Jackson, Dr. $75.00, Cr. $125.00. 

George Reynolds, Dr. $125.00, Cr. $75 00. (Ex. 36, Page 58.) 

1. These parties will probably disagree at settlement and question 
each others' charges, as each has kept only one side of the account. 

2. In cases of this kind, certain charges will be allowed and others dis- 
puted. The charges in dispute should be re-examined and finally settled 
by compromise. 

Ex. 17. Joseph Richardson keeps his accounts accurately by 

debtor and creditor, because he considers it his privilege and 

duty to know the condition of his business. He meets Robert 

Hayward for settlement, and presents his % against him as 

follows : — 

Robert Hayward, Dr. $37, Cr. $48. 

Robert Hayward has kept only one side of his % with 

Joseph Richardson, and presents his % thus : 

Joseph Richardson, Dr. 48.00. 
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Analysis. — ^Robert Hayward has neglected to keep both debtor and 
creditor in his account with Joseph Richardson. He has charged Joseph 
Richardson with $48, bat neglected to give him any credits. This charge, 
$48, agrees with the credit given Mr. Hajward by Mr. Richardson him- 
self. The account kept by Mr. Richardson is probably correct 

It is said that a person who was careless in matters of account, once 
paid a bill rendered him by mistake for provisions for an entire month, 
in which his family was away from home and his house closed, and that 
he did not discover the mistake until the money was returned to him. 

Ex. 18. Wheat, Dr. $500 ; Cr. $450 ; and unsold, $75. tb p 
Ex. 19. Cash, Dr. $86 ; Cr. $65 ; on hand, $16. 
Ex. 20. How can yon settle the following account between 
Horace Williams, Dr. $250, 
and Wm. Manning, Dr. $326, and Cr. $260. 
Ex. 21. How'can you settle the following account between 

George McLaren, Dr. $800, 
and Thomas Johnson, Dr. $760. 
Ex. 22. Cotton, Dr. $10000 ; Gr. $7000 ; unsold, $1600. 
Ex. 23. Cash, Dr. $600 ; Cr. $600 ; on hand, $200. (Ex. 19, 

Pa«e57.) ^ 
Ex. 24. fiSw should you settle the following account between 

Richard Grant, Dr. $125, Cr. $75, 

and Howard Dexter, Dr. $85, Cr. $125. 

Ex. 25. Cash, Dr. $1500 ; Cr. $1200 ; on hand, $300. 

Ex. 26. Dairy, Dr. $2500 ; Cr. $1800 ; on hand, $1000. 

Ex. 27. A, B, and C, endeavor to settle their accounts. 

A had borrowed $1000 of B, and $2000 of C. B had bought 

on account, goods of A amounting to $1500 and of C $2000. 

C had bought goods of A on account, amounting to $2650, 

and received from B on acc't, $1800. How do the acc'ts stand ? 

Ans. B owes A $600 ; C owes A $650 ; B owes C $200. 

If A, B, C, D, E, P, G, &a, deal with each other, A must settle, 
separately, with B, C, D, &c.; B, with C, D, E, &c. ; C, with D, E, P, 
4c., until each has settled with all the others. 
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TABLE. 




TABLE. 




Am't 


OF ^ AT OolfPOUND INTBKBST. 


JUk*t of Annttitt of $1 AT 


Coup. Int. 


Years. 


6 per cent. 


Tears. 


6 per cent. 


i 
Tears. 


6 per cent 


Tears. 


6 per cent 


6 


1.83826 


80 


5.74349 


5 


6.63709 


30 


79.05819 


10 


1.79085 


35 


7.68609 


10 


18.18079 


35 


111.43478 


15 


2.39656 


40 


10.28572 


15 


23.27597 


40 


154.76197 


20 


3.20713 


45 


13.76461 


20 


36.78559 


45 


212.74351 


25 


4.29187 


50 


18.42015 


25. 


54.86451 


50 


290.33590 



Interest tables are very asef al to the book-keeper. Without the above 
tables, the solutions of some of the following examples would be tedious 
and almost impracticable, but with the tables the solutions are concise 
and easy. In our exercises interest is compounded annually. 

Ex. 28. What is the amount of $530.00, at compound inter- 
est, for 40 years ^6%? 

Ahalysis.— The amount of $1 @ 6% at compound interest for 40 yeais 
is by the table, $10.28572. 

Therefore, 580 x $10.28572 = $5451.43, the amount of $530 at com- 
pound interest for 40 years. 

Ex. 29. What is the amount of an annuity of $450 a year, 
for 25 years (^6% compound interest ? 

Analysis. — The amount of an annuity of $1 at compound interest for 
25 years is, by the table, $54.86451. 

Therefore, 450 x $54.86451 = $24680.03, which is the amount of aa 
annuity of $450 at compound interest for 25 years. 

Ex. 30. A young man began to smoke and chew at the age 
of 15 years, and at the age of fifty-five, it was estimated that 
he had smoked, on an ayerage, five cigars a day, costing eight 
cents each ; chewed tobacco at an estimated expense of two 
cents a day. Beckoning 365 days to a year, what did his 
loxuries amount to, at 6^ per annum, compound interest ? 

Ans. $2S725.0L 
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Ex. 31. An author receives a salary of $2500 per annnm as 
a teacher, and, on an average, $1750 per annum for private 
lessons. If he invested in a savings bank at compound interest 
the excess above the 13000 necessary for family expenses, what 
amount could he draw from the bank at the end of 20 years ? 

Ana. $Ji6981J98. 

Ex. 32. A man at the age of 70 found himself destitute, and 
it was estimated that from the time he was 20 years old, he 
had paid for wines and liquors on an average 25^ a day. If he 
had been a strictly temperate man, and invested the amount 
of this expenditure at the close of every year in a savings bank 
paying 6^ compound interest, what sum could he have saved 
annually, and what amount could he now draw from the bank ? 

Am. $91.25; S26493.1S. 

Ex. 33. Thirty-five years ago, a man lost 11500 in an unwise 
investment If he had placed this sum at interest, com- 
pounded every year, what would it now yield him ? 

Ans. $11B29.U. 

Ex. 34. Two mechanics, A and B, equally competent^ 
worked together, each receiving 13.00 a day. A was pleasant 
in his manner, obliging and faithful, working to aceomplish. 
most for his employer, and quite unconscious that he was 
thus gaining character and friends. B was uncivil, an eye- 
servant, working simply for his pay. A was recommended 
by his employer as foreman in a large establishment at (6.00 a 
day for ten years. If the expenses of each were half a dollar a 
day, how much would each clear in a day? in a year, or 313 
working days ? How much more will A's savings amount to 
at the end of 10 years, at 6^ per annum, compound interest ? 

Ans. $12376,76. 

Ex. 36. Two salesmen, A and B, aged twenty-four years, 
each receive 12000 per annum, and spend $1000 each for 
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general expenses. Each is faithf al, earning all the money he 
receives. A makes acquaintances^ knows all the customers, 
and calls them by name, is polite, candid, and honest, and 
brings many purchasers to the store. At the close of the year 
he is invited by another firm to ^ similar position at a salary of 
$3000, but in consideration of his usefulness he was retained 
at the advanced salary. 

With the same expenses as before, what will the savings of 
each amount to, at compound interest, in 35 years? 

Ans. A. $222,869.56 ; B. $in,Ji3i.78. 

Ex. 36. A workman whose time was worth $2.50 a day, lost 
on an average one-fifth of his time in idle amusements. Beck- 
oning 300 working days in a year, how much does he lose in 
one year ? If the amounts lost each year were invested in a 
savings bank (^ 6^, compound interest, what could he draw 
from the bank at the end of 20 years ? 30 years ? 40 years ? 

$55 17. Si; $11858.73; $23214.30. 

Ex. 37. Two young men, A and B, engage as clerks, at 
$8.00 a week, paying $4.00 a week for their board. A was 
careful to do as little work, and take as much rest as possible. 
B. was attentive, agreeable in his manners, and not given to 
smoking or chewing. At the end of six weeks, B's wages 
were increased to $10.00 a week. After ten weeks, business 
becoming dull, A was discharged, and B's wages raised to 
$12.00. After A had been idle ten weeks, he procured another 
situation at his former rate. Again he lost his situation, and 
took another and so on, when at the end of the year it wa^ 
found that he had worked just half the time. What did each 
save above his board for the entire year ? 

Afis. A, nothing; B, $372.00. 

Ex. 38. What would the savings of that year amount to in 
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twenty years at compound interest ? K he saved as nmch every 
year as he did the first year^ what would his savings amount to 
in forty-five years ? Ans. S 1193.06; $791JfiM. 

Ex. 39. Two merchants^ A and B, began business at the 
same time. A had $50,000 given him by his father^ and 
entered at once into an extensive business. B had been a 
good clerk^ and added to his small capital of but $1000^ excel- 
lent business habits. He knew how to make money^ and how 
to use it. He was content with prudent purchases, reasonable 
profits, and his customers would go out of their way to trade 
with him. A lost during the first ten years on an average 
$1000 a year, and B gained on an average $1000 a year. At 
the close of the next ten years their original financial condi- 
tions were exactly reversed. What was A's average loss and 
B's average gain per annum during the 20 years ? 

Ans. $lSS2.0Jf. 

Finding the gain or loss per annum, is the reverse of finding the 
amount for a given number of years. 

121. QUESTIONS FOR EXAMINATION. 

1. Define and give the observations upon wealth, agriculture, manu- 
facture, trade, mining, merchandise, gain and loss accounts, rule for 
conducting, inventory, rule for closing, outlays, returns. 

2. How is the value of an article increased ? (Art. 104.) What is said 
of contract work? (Art. 108.) Agreements? Double entries? Price 
current ? Lines of transportation ? Drafts ? Produce Exchange ? &c« 

122. TOPIC EXERCISES. 

1. Take each example as the subject of a topic exercise. 

2. Give the definitions and rules relating to gain and loss accounts ; 
to personal accounts ; to the cash account. 

8. Give, for illustration, examples of double entries. (Art. 109.) 
4 Write a draft and illustrate its possibilities and uses. (Art. 114) 
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FINANCIAL STATEMENTS. 

123* JResources are cash, other men's notes, bonds, or 
other obligations in our favor, our goods on hand, and the 
balances which persons owe us on account. They are often 
called jproper^y, and sometimes assets. 

1. The cash should be safely deposited, the securities, 849 notes, bonds^ 
&c., examined from time to time, and the account balances collected with 
reasonable promptness. 

2. The tendency wiU be to over-estimate the value of goods on hand, 
to reckon all the balances against persons as good, and collectible with- 
out losses, and to reckon notes and bonds at their face values without 
the proper discounts. Art. 97. 

124. Liabilities are our own notes, bonds, and other 
obligations outstanding against us, and the balances which 
we owe persons on account. They are often called debts, 

1. Our liabilities are increased by indorsements upon other men's 
notes and bonds, and by other incidental obligations. 

2. A person who lends his name freely, for the use of other parties, 
wiU hardly be able to remember his obligations without a separate 
account for that purpose. 

125. JPresent Worth is the excess of resources over 
liabilities, and it changes, from day to day, as the business is 
prosperous or otherwise. 

The present worth, at any time, is the result of the frequent and 
onf oreseen changes in the items which compose the resources and lia- 
bilities. 

126. Insolvency is an excess of liabilities over resources. 
An insolvent person is one unable to pay his debts. 
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1. Fortunes aie sometiines made or lost, by the ri^ng or falling in ths 
valae of goods on hand. Foreseeing these changes and providing for 
them is often like foreseeing the causes and calculating the approach 
of a sudden storm. 

2. An insolvent debtor is subject to the displeasure of his creditors ; 
and, among the dealers and money-changers in Lombardy, his bench 
(Banco), in the market-place, was inmiediately broken by the indignant 
creditors, and hence the word bankrupt as applied to an insolvent debtor. 

127. A Stxlance Sheet is a statement of the resources, 
liabilities, gains, losses and present worth, and is taken at the 
beginning of business, and subsequently as often as practicable. 
It is sometimes called a General Inventory. 

1. The balance sheet is a financial summary of the bucdness, or antdysU 
of the ledger. It contains the debits and credits of all the accounts, the 
balances, equal totals, and the value of the unsold goods. 

2. The accounts, in a large business, are closed and balanced from this 
sheet, or new accounts are opened from the items contained in it. 

128. Bills JReceivable Account. — ^We debit the UUs 
receivable account with other men's notes and acceptances as 
they are received by us, and credit it with the same notes and 
acceptances when disposed of. Arts. 78, 114. 

A bill receivable is another party's written promise to pay, and is held 
by us for collection at maturity. When paid it is given up to the maker, 
who either cancels or destroys it. Our bills receivable are payable to us. 

129. Sills Payable Account. — ^We credit the UUs 
payable account with our own notes and acceptances as we 
issue them, and debit it with our own notes and acceptances as 
we redeem them. Arts. 78, 114. 

1. A bill payable is our own written promise or obligation to pay, 
either Issued or accepted by us, as the principal debtor. Our bills pay- 
able are against us, and we must pay them at maturity. When redeemed, 
we either destroy them, or cancel and file them. 

2. The face only, of a bill payable or bill receivable, appears in tho06 
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accounts. Any accrued interest, or losses, are shown either in the In* 
terest Account, or in the Profit and Loss Account. 

130. Interest Account. — We debit interest with in- 
terest and discount paid by us or allowed by us ; and credit it 
with interest received by us or allowed to us. Art. 95. 

ILLUSTRATIVE BXAMPLES. 

L Bedeemed by cash our own note of $500 given David 
Bockwelly and paid $35.00 interest. Art. 129. 

2. Beceived $428^ the ain't of George Brown's note and 
interest. Face of the note, $400. Art. 128. 



Bills Pat, Drs. Ore. 



Cash. 



Drs, Ors, lsTERBffr.Dr8, Ors, 



To Cash .... 



500 



Bills Rbceiy. Dra. Ors. 



By Cash .... 



400 



By Bills Payable 




500 


To Cash 


85 


** Interest . . . 




85 






To Bills Receiv. 


400 




By " 




" Interest . . . 


28 









28 



131. Expense Account. — ^We debit the expense account 
for such expenses and charges as do not belong to any particu- 
lar investment ; as rent, clerk hire, fuel, lights, &c., and credit 
it with similar returns. Art. 95. 

132. Profit and Loss Account. — ^We debit profit and 
loss with any direct loss during the business, and with the 
losses on the several accounts. We credit it with any direct 
gaindunng the business, and with the gains on the several 
accounts. The balance is entered in the less column and in 
the opposite side of the stock account. 

133. The Stock Account. — ^We credit the stock account 
with the capital commencing and the net gains from time 
to time, as shown in the profit and loss account, and debit it 
with any capital withdrawn from the business. Art. 95. 
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1. The word Btock, nsed to denote the wyrking eapUdl inyested, is 
nnf ortonatelj chosen, aa it is often used in speaking of goods. 

2. This account ma^ be considered as representing the person who 
carries on the business, and the word stock as a substitute for his name. 

8. When there are two or more partners, accounts are opened with 
each, and they are charged with the goods sold them as other cus- 
tomers are. 

4. The capital advanced by each is shown in the articles of co-partner- 
ship, or on the credit side of their accounts, or in both ways. The part- 
ners' accounts sometimes take the place of the stock account. 

134. Estate Accounts are those which show resources 
or liabilities. They are cash, bills receivable, bills payable, 
and personal accounts. Arts. 15, 128, 129, 45. 

135. Gain and Loss Accounts are those which show 
gains or losses. Arts. 95, 94, 130, 131, 132, 133. 

1. The estate accounts and the nnsold property show all the resources 
and liabilities, and consequently the present worth. The gain and loss 
accounts and unsold property show all the gains and losses ; and the 
original capital or stock increased by the net gain, or diminished by the 
net loss, also shows the jyreaen/t worth,, 

2. The agreement of the present worth, as deduced from the estate 
accounts and unsold property, with the present worth, as deduced from 
the gain and loss accounts and unsold property, produces what is techni«- 
cally called the halanee of the hooJcs, 

PRACTICE IN BOOK-KEEPING. 

136. Suggestions to the Learner. 

1. The merchant and book-keeper's knowledge of accounts 
is shown by their facility in making exhibits, reports, divi- 
dends, combinations, balance-sheets, &c. 

2. Book-keeping begins with the purposes and management 
of accounts, which are the foundations of the science and the 
art. The exercises upon balance sheets are but a continuation 
of exercises upon accounts. Oontinue Acct. Book No. IL 



£1KAK0IAL STATE1££NIS. 



93 



I. SiKGLB Entbt Balance-sheets. 

137. Mule for Making a Single Entry Balance^* 
Sheet* — Find the present worth, by taking the difference 
between the resources and liabilities, and the net gain 
or loss by talcing the difference between the present worth 
and the original capital. 

EXAMPLE I. 

Jan'y 1, 18**. Cash, *356.28 ; Henry Jackson, Dr. $325, 
and Cr. 1140 ; Joseph Davis, Cr. 128.40 ; Wm. Hicks, Cr. 1250, 
and Dr. 1175 ; my goods on hand are estimated at $500, and 
my original capital was $800. Make a balance-sheet. 
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The stock-ending, or present worth at the close of business, exceeds the 
stock-beginning by $137.88> which is the net gain. 

138« FORM OF ORAL RECITATION. 

1. Henrj Jackson Dr. 825, and Or. $140. 

Akaltsis.— Henry Jackson's debits are $325, and his credits $140 ; the 
balance, $185, is in our fayor and a part of our resources. Repeat Arts. 
88, 123, 124, and the observations under theuL Analyze every account 
in like manner, giving references. 

139. QUESTIONS ON EXAMPLE X. 

1. How many money columns do you rule ? What do you place in 
the first ? In the second ? How do you find the $856.28 ? $185 ? $28.40 1 
$75? $500? $1041.28? $103.40? $037.88? $800? $137.88? 

2. General Review. — What is single entry book-keeping ? Give 
examples. Double entry book-keeping ? Give examples. How do you 
find the present worth in single entry ? How do you find the net gain 
in single entry ? Tell what the debits, credits, and balance represent in 
each one of the estate accounts. Arts. 10, 11, 137, 134, 135. 

8. Illustrative Questions, — 1, What is the present worth when 
the resources are $3000, the liabilities $8000 ? $2000 ? $1000 ? $0 ? 

2, What is the net gain, if the present tvortli is $5000, and the original 
capital 0? $1000? $2000? $8000? $4000? $5000? 

S. What is the net loss, if the capital commencing was $5000, and the 
present worth is ? $1000? $2000? $3000? $4000? $5000? 

4, What is the extent of the insolvency, if the resources are $5000, and 
the liabiUties $9000 ? $8000? $7000? $6000? 

> EXAMPLE II. 

July 1, 18**. Began business six months ago with a capital 
of $4000, and I now have Cash, $800 ; Merchandise per inven- 
tory, $2800 ; Robert Jones, Dr., $1200, Cr. $800 ; George 
Wilson Dr., $700, Cr. $800 ; Wm. Crane, Dr. $1000, Cr. $300 ; 
Chas. Boyd, Dr. $600, Cr. $200. Make a balance-sheet. 

Present Worthy $5000 ; Gain, $1000. 
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KXAMPLE III. 

Jan. 1, 18**, At the close of a year's business which I began 
with $8000, I now have Cash, Dr. $4000, Cr. $2000 ; Merchan- 
dise per inventory, $5000 ; Bills Payable, Dr. $2000, Cr. $2800 ; 
Bills Receivable, Dr. $1800, Cr. $1200 ; James & Co., Dr, 
'$1500, Cr. $800 ; Wm. Jay, Dr. $700, Cr. $900. Make a 
balance-sheet Present Worth, $7300 ; Loss, $100. 

EXAMPJLE IV. 

July 1, $18**. I find the condition of my business at the 
end of the year as follows : — Bills Receivable, Dr. $2500, Cr. 
$900 ; Cash, Dr. $6000, Cr. $5000 ; BiUs Payable, Dr. $2400, 
Cr. $3600 ; Ames & Co., Dr. $3000, Cr. $2000 ; Dinsmore & 
Co., Dr. 1500, Cr. $2800 ; Merchandise per inventory, $4500. 
I began with a capital of $7000. Make a balance-sheet 

Present Worth, $5600 ; Loss, $lJfiO. 

OTHER FORMS OF BALANCE-SHEET OR INVENTORY. 



Bbsoitrces. 

Cash $1000 

SawMiU 2000 



$3000 
•Liabilities. 
Wm. Smith .... $100 
Heniy Tracy .... 800 



400 
Present Worth .... $2600 



Besoubces. 
Cash .... $1000 
Saw Mill . . . 2000 $3000 

Liabilities. 

Wm. Smith . . $100 

Henry Tracy. . 300 400 

Present Worth .... 2600 

Capital Commencing . . . 2100 

Net Gain . . . $500 



EXAMPLE V. 

Jan. 1, 18**. I have Cash in savings bank, $1500 ; Geo. 
Goodman's note of $500 ; a pair of horses worth $350 ; a lum- 
ber wagon, $125 ; a double harness, $45 ; two cows, $75 ; a 
plow, $7 ; a harrow, $3 ; and two cultivators valued at $8. 
I owe on my wagon a balance of $50, and on my rent, $63« 
What is the balance-sheet ? Net Capital, $2500.00. 
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II. Double Entbt Balance-Sheets. 

140. Rule for Making a Double Entry Bal^ 
ance'SheeU — Ist, Deduce the resources and liabilities 
from the estate accounts and the unsold property; and 
the gains and losses from the gain and loss a^ccounts 
and the unsold property. 

2d. Make the present worth, as shown by the differ- 
ence between the resources and liabilities, equal the 
present worth as shown by the capital increased by the 
net gain, or dim^inished by the net loss. 

1. This eqaality should be tested upon a slip of paper before m airing 
Tike entry, and if it does not exist, the errors should be found and cor- 
rected. Art. 135. 

2. In case of insolvency, the excess of liabilities oyer the resources, 
equals the excess of the net loss over the capital. If any three of these 
elements : resources, liabilities, net gain, and capital, are known, the 
remaining one can be easily found. 

8. Transactions will have single entries only, when no other than 
personal accounts are kept. Arts. 72, 109. If, however, we keep estate 
accounts, and gain and loss accounts at the same time, all our entries 
will be double, and we shall have the total debits equal to the total 
credits. Arts. 11, 72, 109, 133, 134, 135. 

example: VI. 

Jan'y 1, 18**. Make a balance-sheet from the following 
totals taken from the ledger and the inventory : 

Debits. Credits, Unsold, 

Stock 1100 

Cash 600 500 

Flour 2500 2000 900 

James Brown . • . • 800 1000 

Wheat 400 200 60 

Wm. Davis .... . 1200 TOO 

$5500 $5500 
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BALANCE SHEET. 



Estate Accounts. 


Totals. 


Resoubces 


Ltab. 


Cash 


Dp 

Cr. 

Cr. .... 
Dr 

Dr. .... 
Cr. .... 

Flour. . . . 
Wheat . . . 
• ••••• 


$600 
500 


00 
00 
00 
00 
00 
00 


100 

500 

900 

50 


00 

00 
00 
00 

00 


200 
1350 




Jas. Brown . . . 


1000 
800 


1 
00 ' 


Wm. Davis. . . 


1200 
700 




Unsold .... 

** 

• . . • 

Present Worth . 




00 




1550 


1550 


00 



CJt\m AND Loss Accounts. 


Totals. 


Losses. 


Gains. 


Flour 


Cr. . . $2000 
Unsold . 900 


2900 
2500 


00 
00 
00 

00 
00 
00 
00 


150 
250 


00 
00 


400 






Dr 

Dr. .... 
Cr. . . 200 
Unsold . 50 


00 


Wheat . • . . 


400 
250 




Stock - . . . . 


/ 


1100 
250 




Net Gain . . . 


• • • • • 




Present Worth . 


1350 


400 


00 


400 


00 



Jan'y 1, 18*». 



Geoboe Washington. 



141. The Stock commencing, increased by the net gain, 
equals the difference between the resources and liabilities 
Thus: 



Stock $1100.00 

Net Gain .... 250.00 



Present Worth . . $1850.00 
5 



Resources .... $1550.00 
Liabmties .... _ 200.00 
Present Worth . . $1350.00 
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1. The stock and net gain added together make the present worth or 
difference between resources and liabilities. 

2. The single entrj balance-sheet exhibits onl^ one statement of the 
present worth, but the donble entry balance-sheet exhibits two state- 
ments of the present worth, independent of each other. 

3. In each of the gain and loss accounts the outlays and the returns 
are compared, and the gain or loss is shown. The sum of all the gains 
is next compared with the sum of all the losses, and the net gain or net 
loss is shown. If the result is a net gain it is added to. the capital, and 
if a net loss it is subtracted from it ; and the final result will be the 
present worth. 

4 Merchants do not, usually, make a balance-sheet oftener than once 
or twice a year, on account of the labor required in taking an inventory. 
The closing of a business or the forming of a new partnership at any 
time, requires a balance-sheet. 

143. FORM OF ORAL RECITATION. 

1. Cash debits |600, and credits $500. 

Analysis.— The cash received amounts to $600, and paid $500, the 
balance on hand is therefore $100, which we enter in the column of 
resources. Repeat Arts. 134, 135, and the observations under them. 

7. Flour bought amounts to $2500, sold $2000, on hand, $900. 

Analysis. — ^The flour sales amount to $2000, which must be increased 
by $900, the value of flour unsold, making $2900. These returns upon 
flour, $2900, exceed the outlays, $2500, by $400, the net gain, which we 
enter in the column of gains. We enter the unsold flour in the column 
of resources. Rex>eat Arts. 96, 135, and the observations under them. 

Analyze every account in like manner, giving the references. 

143. QUESTIONS ON EXAMPLE I. 

1. Into what classes are accounts divided? Which are the estate 
accounts? The gain and loss accounts? What do the resources conmst 
of? The liabilities? How is the present worth deduced? Explain 
what is meant by the balance of the books ? Arts. 134, 135. 

2. How do you obtain, and why do you thus dispose of the $100? 
$200? $500? $900? $50? $1350? $400? $150? $250? $1100? From 
what do you derive the resources and liabilitiei^ ? The gains and losses T 
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8. Tell what the debits, ciedits, and balance represent in each of the 
gain and loes accountB. Art. 135. In each of the estate accounts. Art. 134. 

4. General Review* — Define and giye information respecting 
resources ; liabilities ; present worth ; insolvency ; balance-sheets ; stock 
account; bills payable account; bills receivable account; interest ac« 
count ; profit and loss account ; estate accounts ; gain and loss accounts. 
/Give the rule for making a balance-sheet. 

5. Illtistrative Questions. — What is a person's present worth >- 

l9t If his property amounts to 15000, and his debts to $1000 ? $2000? 
$3000? $4000? $5000? Art. 141. 

Sd, If he began business with $5000, and has since gained $5000? 
$4000? $8000? $2000? $1000? $0? 

Sd. If he began with $5000, and has since lost $0? $1600? $2000? 
$3000? $4000? $5000? 

4tK What is the extent of his insolvency, if his debts amonnt to 
$5000 and his property to $1000 ? $2000? $30007 $4000? $6000? 

6th, What was the original capital, if the resources are $5000, the 
liabilities $1000 and the net gain $1000 ? $2000? $3000? $4000? 

6th. What is the net gain, if the resources amount to $8000, the lia- 
bilities $2000 and the original capital $6000 ? $5000? $4000? $3000? 
$2000? $1000? $0? 

7th, What are the liabilities, if the original capital was $10,000, the 
net loss $3000, and the resources $12,000 ? $10,0007 $8000? $7000? 

8th, What are a person's resooroes, if the net loss is $15,000, the 
ori^al capital $10,000, and the liabilities $9000? $8000? $7000? 
$6000? $5000? 

EXAMPLE VII. 

Debits. Credits. Unsold. 

Cash 2800 1000 

Wm. Hays 300 600 

Flour 900 800 

Mdse. 2500 2350 400 

Stock 1850 

6500 6500 
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EXAMPLE VIII. 




Debits. 


Credits. 


Bills Beceivable . . 


. . 4900 


2200 


Bills Payable . . , 


. • 3400 


3600 


Tobacco . . . , 


• 1500 


1200 


Com , 


. . 3600 


4200 


Stock 




2200 




13400 


13400 


EXAMPLE 


IX. 




Debits. 


Credits. 


Cash 


, • 25000 


17000 


Bills Payable . • . 


. . 3000 


5000 


Henry Johnson • 


. • 800 


800 


John Bodman . • . 


. . 600 


700 


Mdse 


. 26500 


24000 


Charges 


. . 800 


400 


Interest 


. . 500 


700 


Profit and Loss • 


. • 600 


200 


Stock • • . • 




9300 




57600 


67600 


E' 


XAMPLE 


X. 




Debits. 


Credits. 


Cash 


. . 16000 


6000 


Bills Beceivable • , 


. • 7000 


6000 


Bills Payable . . , 


. . 3000 


4000 


J. Brown • . . < 


. . 3000 


4000 


Stock. . . • , . 




10700 


Profit and Loss . 


. . 600 


900 


Mdse , 


. . 16000 


13000 


Interest • • • . 


. . 800 


600 


Charges • • • • 


. . 600 


800 



Unsold. 



300 



Unsold. 



6000 



Unsold. 



4000 



46000 



46000 
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III. Accouirrs with Bakes. 

144* A Sank is an institution, organized by law, for the 
safe deposit and loaning of money. 

1. It is an agency through which both the borrower and the lender 
are accommodated. The bank most retain funds sufficient to pay the 
immediate demands of its depositors, or hold goyemment, city or other 
bonds which, at any time, are convertible into cash. 

2. A bank of isaite and dUeaurU is one that issues its own promissory 
notes, called bank biUs, to circulate as money. The borrower must give 
his note, with a good endorsement, for the money borrowed. When a 
bank loans money in this way upon notes, it is said to discount the notes. 

8. National banks are required to deposit U. S. Bonds with the U. S. 
Treasurer in amount 12^% in excess of the national currency it receives 
for circulation. Banks do not, usually, pay interest to depositors, but 
they receive interest on all moneys which they loan ; and also upon the 
U. S. bonds pledged to secure the redemption of their bills issued. 

145. Discounting Notes is baying thenL Haying 
tbem discounted for ns is selling them. 

1. Notes are usuaUy bought for a less sum than their face indicates. 
If a man gives his note at a bank for $100, he does not receive $100, 
because the hank discount is first deducted from the loan. If the rate of 
interest is 6^ , and the note given for three months, the borrower receives 
only $98.50. 

2. If the holder of a note wishes its money value before it becomes 
due, he sells it or has it discounted, and the purchaser deposits it in the 
bank for collection at maturity. Individuals discount the notes of other 
parties, and sometimes their own notes in circulation; paying, often, 
much less than the hank rates. 

146, A Deposit Blank is a slip of paper furnished by 
the bank and partly printed, upon which the depositor entera 
the kind of funds and the amount he proposes to deposit. 

The depositor hands the deposit statement, with the funds, to the 
receiving teller, who compares them, deposits the money and files the 
statement. The depositors ofUn preserve copies. 
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147t A Bank JBook is a small account book which the 
bank gives to eyerj depositor. It contains on the Dr. side 
eveiy deposit, and on the Or. side, every sum -withdrawn. 

1 The depositor waits for his book while the teller counts the f nnda 
and enters the amount of the deposit statement. This book is often 
called a deptmt Uwk and sometimes a pass book. 

2. This book is really oar accoont with the bank, in the hand-writing 
of the bank officers. It must be presented to the teller, and retnmed by 
him, at every deposit. Instead of a bank book, certificates of deposit are 
given to transient depositors, and to persons wishing to make remittances 
to parties residing at a distance. 

148. A Check JBook is a book of blank orders, called 
checks, and blank spaces {or memoranda, called stubs. 

1. The checks are at the right-hand side of the page, and are detached 
as they are used. Memoranda of the checks drawn and detached, are 
made upon the right face of the stub ; and the deposit entries are made 
upon the left face, usually upon the opposite page. The stub % would 
then be Dr, for deposits and Cr, for checks drawn. This book is partly 
printed, and is furnished by the bank. 

2. The depositor draws his money from the bank from time to time 
by checks only. If he wishes cash for his own use he draws the check 
to his own order ; but if he wishes to pay a debt, he draws the check to 
the order of his creditor. Arts. 77, 78, 114. 

3. Checks should be drawn payable, not to " the bearer," but to the 
order of the payee. These checks come back to us from the bank 
monthly or quarterly, as we hand in our book and request the bank to 
enter the credits and balance the account. The returned checks, drawn 
to the order of, and endorsed by, our creditors, become vouchers, espe- 
cially when they state upon their face the debt they were designed to 
pay. Art. 78. 

4 We should not write our own checks so carelessly as to invite 
alteration, nor should we make a deposit without our deposit-check and 
bank-book. A certified check is one across whose face the proper bank 
officer has written the words " Qood when properly efndorsed,** and sub- 
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Bcribed his name. When our bank-book has been balanced and letomed 
from the bank, with the canceled checks, we compare them with our 
account without delaj. Bills and checks given us by others should not 
be held, but deposited for collection as soon as possible. 

149* Banks facilitate the transaction of business by loaning 
money and receiving and making payments for its depositors. 

1. Banks make collections, receive money and take care of it, for their 
depositors. They count it, give credit for the amount, and pay out the 
same on checks drawn to the order of creditors. They will inform the 
depositor at any time the balance on deposit. If a depositor desires to 
pay a debt in a distant city, the bank will, to the extent of the deposit, 
give a draft, bill of exchange or certificate of deposit, drawn upon a bank 
in that city, which will be as acceptable to the payee as the transmission 
of coin. 

2. If a person keeps an account with a bank, he should have the 
notes given him made payable to him at that bank. He can, t)ierefore, 
deposit as cash, not only the notes made directly payable to him or 
his order, but all the bills receivable, checks, drafts, acceptances, &c., 
received, subject to collection by the bank. He should make his own 
notes payable at the same bank. 

150. A Savings Sank enters as a deposit^ on the first 
days of January and Jiily^ the interest on balances held for 
the preceding six months ; and^ also on any additional balance 
held for the preceding three months. 

1. Savings banks cannot issue bank bills nor discount notes, nor pay 
out money on the usual bank checks. The profits depend chiefiy upon 
receiving a higher rate of interest upon its loans than it pays to its 
depositors. The depositor must present his bank-book when he with- 
draws money as well as when he deposits it. 

2. The habit of depositing in a savings bank, weekly or monthly, the 
small excess of one's income over his expenses, will in a short time pre- 
vent idleness, intemperance, and other excesses. Such habits wiU raise 
persons above want, destitution and dependence, and make them useful 
to themaelvea and the cammnnity. 
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First National Bank. Dr. 



18** 

JUTiS 



Deposited, 



1400 



EXAMPLE XI. 

June 1, 18**. Deposited in 
the First National Bank of 
Boston, bank bills, $850 ; draft 
on Archer & Co, $300 ; check 
of Davis & Go., $200 ; and spe- 
cie, $50. Total, $1400. 

June 5. I have drawn a check 
on the First National Bank of 
Boston in favor of Johnson & Co. for $356.50, amount of 
our note due. 



Deposited in the First National Bank, Boston, 

By George Washington, 

Boston, June 5, 18**. 



Bank Bills .... 
Draft on Archer <fe Go. 
Check of Davie & Co. 
Specie 



850 

SOD 

SOD 

50 



UOO 



Dr. First National Bank in % with George Washington, O. 



18** 
June 



To Cash . . 



UOO 



June 



By Check. . 



356 



50 



151. 



QUESTIONS ON EXAMPLE XI, 



1. What is a bank ? What does it loan ? To what extent ? What 
are banks of issue and discount ? How do they loan money ? How do 
they obtain the National currency t What do they receive interest on ? 
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FrasT Nat. B'k. Ct. 


No. 1, 






June 5, 18**. 






Jolmaon db Co. 






For am't of 






note of 






Feb, 5, 18**. 






$356.50. 


S66 


50 



No. 1. BosTOir, June 5, 18** 

First National Bank. 

Paj to Johnson & Co or order 

Three Hundred and Fifty-six and iMr Dollars. 

Amount of note dated Fd>. 5, 18**. 
$356.50, George Washington. 



2. What is meant b7 discounting notes ? B7 having them discounted ? 
Qive an example. What is a deposit blank ? A bank-book ? Describe 
the process of depositing money in a bank. 

8. What IS a check-book ? Qive a minute description of its contents 
and uses. What does the Dr. side of the stub % represent ? The Cr. 
side ? How is the check drawn ? 

4. State how banks are usefuL What is the practice in savings banks 
in regard to interest ? In regard to the bank-book 7 What is the moral 
effect upon the depositor ? 

EXAMPLE XII. 

Aug. 10, 18**, Deposited in the Omaha Bank, bank bills, 
$700 ; drafts, $275 ; checks, $247.60, and specie, $75.00. 

Aug. 11. Bedeemed, by check, our note of $254.36. 

Aug. 12. Deposited bank bills, $300 ; checks, $432.29, and 
specie, $150. 

Aug. 13. Bedeemed, by check, our acceptance of Boberts & 
Go.'s draft on us for $487.43. Make all the entiries and papers. 

EXAMPLE XIII. 

Sepi 15. Deposited in the Atlanta Bank, bank bills, $270 ; 
Davis & Co.'s acceptance, $98.52, and gave our check for mer- 
chandise per bill, $300. 

Sept. 16. Deposited Jones & Co.*s acceptance, $175 ; Wm. 
Jackson's note of $250, and Specie, $100. Accepted James 

Williams' draft on us for $325, payable at the Atlanta Bank. 
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Sept 18. Depoated IhUs receivftble, t450 ; oheoks^ $380, and 
bank biUs, $100. Gave oar check of $400 for merchandise. 
The bank has redeemed cor note of $500 given for goods 
bought of James & Go. Prepare the papers and make all the 
entries. Balance in bank, $198£2. 

BXAMPI.E ^iv. 

Deposited in Plymouth Savings Bank, Boston, Dec 1, 18**, 
•500 ; Dec. 6, $300 ; Dea 10, $400 ; withdrawn Dea 12, $250 ; 
Dec. 20, deposited $200 ; Dec. 24, withdrawn $160 ; Dec. 28, 
deposited $500 ; Jan. 5, withdrawn, $100 ; Jan. 15, deposited 
$600 ; Jan. 13, $700 ; Feb. 4, withdrawn $150 ; Feb. 10, de- 
posited $300 ; March 15, $800 ; March 25, withdrawn $75 ; 
Apr. 10, withdrawn $125 ; Apr. 20, deposited $250 ; May 10, 
$150 ; May 20, withdrawn, $100 ; June 24, deposited $350. 

Make the entries and find the balance due the depositor 
July 1, 18**, interest @ h%. Balance, S 4160.62. 

Deposits, made within ten days after the beginning of th') six months, 
and within three days after the beginning of the three months, usnallj 
draw interest from the first of the month. 

EXAMPLE XV. 

Cash Account and Savings Bank Book. 

Jan. 1, 18**. Cash on hand, $50.00. 

Jan. 2. Deposited in the savings bank, $40.00. 

Jan. 5. Bought 1 pair boots, $10.00. 

Jan. 6. Withdrawn from bank, $5.00. 

Jan. 7. Bought 1 vest, $3.00. 

Jan. 8. Eec'd 1 week's wages, $10.00. 

Jan. 9. Deposited in bank, $5.00. 

Jan. 10, Bought 1 pair gloves, $2.00. 

Jan. 11. Deposited in bank, $5.00. 

Jan. 12. Drew from bank, .$3.0a 
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JasL 13. Beceiyed 1 week's wages, $10.00. 
Jan. 14. Deposited in bank, $10.00. 

Make all the bank-book and cash-book entries, and finally 
a statement of all the cash you haye. 

Cash on Jiand, $55,00. 

IV. Accouirrs with Shipmbhts and CojsrsiGisrMENTs. 

153. Our Shipment Account represents, on the Dr. 
side, the cost and the incidental expenses upon goods which 
we haye shipped to our agents, to be sold on our account and 
risk ; and, on the Cr. side, the net proceeds or returns, re- 
ported by our agent The balance will show our gain or loss 
upon the adventure. 

1. Farmers, mechanics, manufactarers, and other producers do not, 
generally, have market places, shops or stores where they can offer their 
products for sale. Hence, they employ agents or commission merchants 
who, with suitable places for the sale of goods, have already established 
a business, and pay them from 2% to 10% commission on their sales. 

2. Our account " Shipment to R. H. Taylor, Boston/' denotes that we 
have shipped goods, either by land or water, to our agent R. H. Taylor, 
of Boston. The goods are only entrusted to his care, and we cannot 
charge him with them; but he is responsible for the faithful per- 
formance of the duties of his agency. If he receives instructions he 
must follow them. We are shipping merchants and eormgnors, when we 
ship goods to our agents ; and, we are commission merchants and earir- 
signees, when, as agents, we receive goods to be sold on account and risk 
of other parties. 

153. The Cons1{fnnient or Sales Account repre- 
sents, on the Dr, side, our expenses and commissions on goods 
received, and sold by us as agents ; and, on the Cr, side, our 
sales of the goods. The balance will show the net proceeds 
due to the consignor. 

1. Our 5i^ " J. B. WUliams' Consignment" or "J. B. WUUams' Sala." 
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denotes that J. B. Williams is Dr, to ns for our expenses and oommis- 
sions ; and Or. by as for all tbe sales we have made for him. 

2. The consignor usually sends an invoice of the goods to be sold, 
and if he desires a special report for each shipment, his % and his 
invoices should designate them ; as No. 1, 2, 8, &c., or tia A, B, C, &c. 
Consignors are not always the producers, but often speculators ; and 
consignees or commission merchants often buy and sell goods for them- 
selves as opportunities arise. The consignor keeps a shipment % and 
the consignee a consignment or sales %, 

154. Our Account Sales is a copy of the debits and 
credits of a sales account. It also gives the date when the 
proceeds are due. 

1. The consignee, as soon as the goods are sold, sends an account sales 
to the consignor, designates each sale by its proper invoice marks, and 
remits the balance due, or opens an account with him and makes him 
Cr, for the same. The letters E. O. E. indicate that errors and omissions 
are excepted and will be corrected. For calculating the commission and 
averaging the account, see Arithmetic. 

2. The consignor, on receipt of the account sales, credits his shipment 
account for the net proceeds reported, and at the same time opens an 
account with the consignee, making him Dr, for the same. When he 
receives the proceeds due from the consignee, he makes him Cr. for it, 
and this closes the business. 

155. A Sill of Lading is a description and receipt of 
the goods shipped, subscribed by the master of a ship or other 
common carrier. 

~ 1. Two or three copies are usually made, each fully describing the 
goods, giving the names of consignor and consignee. One copy is given 
to the consignor, another is sent to the consignee, and another is re- 
tained by the transportation company. 

2. Goods are often re-shipped from one line to another, before reach- 
ing the consignees. In such cases, the second transportation company 
pays the expenses and charges of the first, and so on if there are other 
companies. Finally, the consignee pays the total cost of transportation 
and takes the goods. 
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156. Business is carried on between persons, residing at a 
distance from each other, either by correspondence or by travel* 
ing agents. 

1. Merchants often issue a general circular or letter, offering their 
goods for sale ; and traveling agents exhibit samples of their goods, and 
call attention to the firm or house they represent. 

2. Consignors and consignees, in a similar manner, form a business 
acquaintance which results in transactions with each other. Wl^en goods 
are shipped, the consignor mails a letter, inclosing the invoice and bill 
of lading, to the consignee. When the goods are sold the consignee 
mails a letter, inclosing the account sales and the proceeds if due, to the 
consignor. The condition and prospects of the market are also subjects 
of correspondence. Copies of all letters are usually taken in the letter- 
look. 

EXAM PLE XVI. 

KocHESTEB, N". Y., Nov. 15, 18**. Shipped per K Y. Cen- 
tral B. B. to Walden & Co., Newburg, N. Y., as per bill of lading 
inclosed, 100 barrels Flour marked Genesee Mills (^ $7, to be 
sold on our account and risk. 

Paid for cartage and labor, $15. 

Nov. 21. Eec'd from Walden & Co. % sales. Net proceeds, 
$764.25. 

Dec. 20. Eec'd from Walden & Co., net proceeds, 1764.25. 

Invoice of 100 Barrels of Genesee Mills Flour, shipped by Clayton & 
Co., on the N. Y. Central R. R., and consigned to Walden & Co., 
Newburg, to be sold on our % and risk. 



100 Barrels Genesee Flour @ $7 
Charges, 



Cartage and Labor 

E.O. E. 

Clayton & Co. 

Rochester, N. Y., Nov. 15, 18**. 







700 
15 




685 



00 



00 
00 
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New Yobk Central R. E. Co. 

Transportation Department. 
Rochester Station. Nat. 15, 18^. 



Contents of Packages unknown. 



Makkb : 

Wcdden d Co., 
Newhurgy 
N. 7. 



Beodved from Clagton db Co,t 
in apparent good order, fhie fbUovr* 
ing articles: — 

100 Bbls, Genesee Flour, 



Marked and numbered, as per margin, wliicli tlie N. T. Central B. R. 
Co. agree to forward to FishkiU Landing Station. 

Wm. Foray thy 

Station Agent. 



Messrs. Walden & Co., Bochesteb, N. T., Not. 15, 18«. 

Newburg, If, T. 
Dear Sirs:— 

We inclose jou Invoice and Bill of Lading of 100 Barrels 
of Genesee Flour, shipped this day per N. Y. Central B. B., to be sold 
for our account and risk. 

If you can dispose of this shipment satisfactorily, we can make yoil 
others on terms equally favorable. Awaiting your returns and advices 

we remain, ^ . , 

' Yours very truly, 

Clatton & Co. 



Shipment to Walden & Co., Nbwbubg, N.Y. Dr. 


Or. 


18** 
Nov. 

CI 


15 
<« 

21 


To 100 bbls. Genesee Mills @ $7 
" Cartage and Labor . . • • . 

By Proceeds due 

To Net Gain 


700 
15 

49 


25 
25 


764 


25 




764 


764 


25 
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■Walden & Co., Newbubg. Dr. 



Cr. 



18** 












f 


Nov. 


20 


To 100 bbls. Flour due Dec. 20, 18** 


764 


25 






Dec. 


21 


B7 dieck for Proceeds .... 






764 


25 



EXAMPLB XVII. 

Newbubg, Nov. 18, 18**. Kec'd, .per N. Y. Central B. E., 
from Clayton & Co., fioohester, N. Y., 100 bbls. Oenesee Flour^ 
as per invoice @ $7, to be sold on their % and risk. 

Paid freight per bill, 140 ; insurance, $5. 

Nov. 20. Sold Herbert Greg & Co., for cash, 50 bbls. ® 
♦8.20 ; and Wm. Young 60 bbls. @ $8.40, on two months credit. 
Our commissions @ %^% on the sales are 120.75. Made out 
and sent to Clayton & Co. an % sales showing a balatice due 
them, Dec. 20, of $764.25. 

Dec. 20. Sent Clayton & Co. certified Check for $764.25, the 
balance due per % sales. Arts. 148, 153, 154. 



Clattok & Oo.'s Sales. 



Dr. 



Cr. 



18** 




Nov. 


18 


9* 


« • 


9» 


« 


«C 


20 


«« 


«t 


§9 


n 







Invoice No. 1, Per N. Y. C. R B. 
from Rochester, 100 bbls. Gene- 
see Flour @ $7. 

To Freight 

" Insurance . . 

By Herl>ert Greg & Co. 

60 bbls. @ $8.20 

B7 William Young. 

50 bbls. ® $8.40 @ 2 mos. . . 

To Commission ^2^fo . . . . 

" Balance due Dec. 20 ... . 









40 


00 




5 


00 


410 
420 


20 


75 




764 


25 
00 




830 


830 



00 
00 



00 
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Clayton & Co., Eochesteb, Dr. 



Cr. 



18** 
Nov 
Dec. 



20 



B7 Clayton & Co., due Dec. 20 . . 
To " " certified check . 



764 



25 



764 



25 



Account Sales of 100 bbls. Flour shipped by Clayton & Co., Rochester, 

N. Y./and sold on their %, 



18** 
Nov. 


20 

a 

18 


Herbert Greg & Co. for cash. 

50 bbls. Flour @ $8.20 . . . 
William Young on 2 mos. credit. 

50 bbls. Flour @ $8.40 . . . 


410 
420 


00 
00 

00 
00. 
75 


830 
65 


00 




40 

5 

20 




€t 


Paid Freight 

Insurance 






Commission 21% on $830 .... 
Net proceeds due Dec. 20, 18** . . 


75 






764 


25 




E. & 0. E. 

Waldbn & Co. 
Newbuko, N. Y., Nov. 20, 18**. 









Nbwbubg, N. Y., Nov. 20, 18**. 
Messbs. Clayton & Co., 

Bochester, JT. T. 
Gentlemen : — 

Inclosed we send you Account Sales of Flour Shipped us 
Nov. 15, 18**. The net proceeds, $764.25, due Dec. 20, we have entered 
to your credit. We trust the sales will be satisfactory to you. At 
present, we see no indications of any changes in the market. We shall 
be glad to receive further shipments from you. 

Respectfully yours, 

Waldbn & Co. 
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15T. QUESTIONS ON EXAMPLES XVI AND XVII. 

1. Describe a shipment %, What does the Dr. side represent? The 
Cr. side ? The balance ? Does the % represent goods in our store or 
out of it? What % is it similar to? 

2. Why do not all producers retail their own goods ? What do they, 
sometimes, do ? What does the % ** Shipment to R. H. Taylor, Boston/' 
denote? Who are consignors? Shipping merchants? Consignees? 
Commission merchants ? 

3* Describe a "sales %" What does the Dr. side denote? The Cr. 
side? The balance? What does a "sales % " denote? What % is it 
similar to ? What is said of an invoice ? What % does the consignor 
kee|> ? The consignee ? 

4. Give full description of an % sales ; the consignee's % with the 
consignor ; the consignors % with the consignee ; a bill of lading ; the 
correspondence ; letter-book, etc 

EXAMPLE XVIII, 

Utica, N. Y., Dec. 15, 18**. Shipped per R. R to Loder 
& Co., New York, to be sold on our % and risk, 175 boxes 
Cheese, 3750 lbs. per invoice, ® 13^. Paid cartage, $1.50. 

Dec. 24. Eec'd from Loder & Co. % sales of cheese. Pro- 
ceeds 1527.92, due Jan. 8, 18**. 

Jan. 9. Eec'd from Loder & Co. proceeds of cheese, 1527.92. 

Write the invoice, bills of lading, letters, and post the trans- 
actions as consignor. Arts. 152, 155, 156. 

EXAMPLE XIX. 

New York, Dec. 20, 18**. Eec'd from Jlogers & Co., TJtica, 
to be sold on their account and risk, 175 boxes cheese, 3750 
lbs. per invoice, ® IZf, Paid freight 17.50, cartage $1.75, 
insurance $1.25. 

Dec. 22. Sold Hodge & Co. on 9^ @ 30 days, 50 boxes, 984 
lbs., @ 15^ ; James & Co. 50 boxes, 1256 lbs., @ 14^^ cash. 

Dec. 23. Sold J. B. Stedman 30 boxes, 712 lbs., @ Ib^, on 
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9^ ^ 30 days, and the balance, 45 boxes, 798 lbs. ® 14|^ cash 
to A. J. Graham. Sent an % sales to Bodgers & Go. Com- 
mission, 2^%. Proceeds, $527.92. 

Jan. 8. Accepted Bodgers & Go.'s draft at sight, for bahuQoe 
due, $527.92. Arts. 153, 164, 166, 114. 

Required the acc'ts, the % sales, the letters, and the draft 

The following is another form of % sales : — 



18»« 




Sold to 


DiscBiPTioir. 


No. 


LBS- 


Ratb. 


MtT. 


Jan. 


2 
»» 


Geo. Brown . • 
Wm. Beeves 


Orange Co. . 

<« t» 

• 


1 
1 


25 
40 


m 
w 


$10.00 
$1400 



EXAMPLB XX. 

Montgomery, Orange Co., N. Y., Oct. 6, 18**. Shipped per 
Walkill Valley R R to S. J. Simpson, Esq., New York, to be 
sold on our % and risk, 5 tul^s butter, marked No. 1, Orange 
Co., 25 lbs. @ 36/^ ; Na 2, Orange Co., 30 lbs. @ 32;^ ; No. 3, 
Pell Farm, 21 lbs. © 36/^ ; No. 4, Orange Co., 25 lbs. @ ZZf ; 
No. 5, Oak Dairy, 34 lbs. @ 36/, as per invoice and bill of 
lading forwarded. Paid cartage, 50^. 

Oct. 15. Beceiyed from S. J. Simpson, Esq., % sales of 5 tubs 
of butter. Proceeds $47.60. 

Oct. 17. Bec'd from S. J. Simpson his acceptance of oni 
draft on him for $47.60. Arts. 152, 155,156, 114 

Bequired the consignor's papers and acc'ts. 

EXAMPLE XXI. 

Oct. 10, 18**. Betfd from James Dickerman, Montgomery, 
Orange Co., N. Y., as per invoice and bill of lading, 5 tubs of 
butter, marked No. 1, Orange Co., 25 lbs. @ 36^; No. 2, 
Orange Co., 30 lb& (^ 32^ ; No. 3, Pell Farm, 21 lbs. ® 36^ ; 
No. 4, Orange Co., 25 lbs. % 33^. No. 5, Oak Dairy, 34 lbs. 
(^ 36^, to be sold on his % and risk. 

Paid freight, $1.35 ; Cartage, 60^. 
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€€ 



(( 



tt 



cc 



(€ 



Oct. 15. Paid for storage, $1.20. 

Sold George Brown, Orange Co., No. 1, 25 lbs. @ 40^ cash. 

@40^. 
@ 37^ and 
@40)^. 






" 2,30 " 
Henry Mills, Pell Farm, " 3, 21 ^* 
Frank Sawyer, Orange Co., " 4, 25 " 

Oak Dairy, " 5,34 " 
Commission @ 2|^ on 152.05 is $1.30. 
Mailed an % sales to James Dickerman. 
Accepted James Dickerman's draft on us for $47.60, to close 
our account with him. Arts. 153, 154, 156, 114. 
Eequired the consignee's acc'ts and papers. 



V. Accounts with Teust Funds. 

158. Trust Funds are moneys and other securities in 
the custody of collectors, treasurers, administrators, executors 
and others, for special purposes. 

1. A person who holds moneTS in trust for others, most exercise more 
than ordinary prudence. He may, sometimes, be negligent in his own 
business matters without injury to others ; but if he accepts a trust, 
ignorance, carelessness, and neglect are inexcusable. 

2. The holder of trust funds should never trade or speculate with them, 
or use them in his private business. He must deposit the moneys in a 
reputable bank, or invest them securely according to the purposes of the 
trust. The diversion of trust funds to private purposes is, in some cases, 
punishable by fine and imprisonment. 

8. A trust account takes the form of a cash account. Thus : 



Cash. 



Dr. 



Or. 



18^» 
May 



« 



1 
2 



Free Beading Boom. 



260 



00 



27 



50 



To Balance from last Report . . . 
By Repairs of Furniture 

4. In the above illustration, Cash is in % with the " Free Reading Room." 
The words ''is in account vdth the " being implied. If the title were Free 
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Beading Boom instead of Cash, tlie $260.00 wonld be a credit wd $27.50 
a debit. If botb accounts were kept at the same time, all the entries 
would be double, and the debits and credits in one account would be 
credits and debits in the other. 



EXAMPLE XXII. 

The Treasurer of a Free Reading Room. 

May 1, 18**. Cash on hand at last report, $430.50. 

Ang. 1. Eec'd from collector, $216.50, and jwdd superin- 
tendent, $50 ; janitor, $25, fuel and lights, $12.65. Paid one 
year's rent in advance, $500, and $35 was retnmed as discount. 

Nov. 1. Eec^d from collector, $185.50. Paid superintendent, 
$50 ; janitor, $25 ; fuel and lights, $13.50. 

Feb. 1. Eec'd from collector, $164.50. Paid superintendent, 
$50 ; janitor, $25 ; fuel and lights, $18.90. Paid one year's 
subscription to papers and magazines, $38.60. 

Feb. 10. Rec'd proceeds from A. F. Thompson's lecture, 
$45.60. 

Feb. 22. Proceeds from musical entertainment^ $68.74. 

April 30. Eec'd from collector, $183.20. Paid superintend- 
ent, $50 ; janitor, $25 ; fuel and lights, $23.62. 

Write the account and report. Art. 19. 

Balance, tJi22J89. 

159. A. cash account is often separated, for convenience, 
into as many different branches as there are distinct purposes 
for which the cash is raised and applied. 

1. There will be three separate cash accounts in the following exam- 
ple. One cash in % with " Contingent Sand" another with " StreeU/* 
and another with " Main 8t, Bridge" 

2. A person haying the custody of trust funds must, necessarily, make 
an accounting or a report of his trust. Such reports are made^ annually 
or of tener, and usually take the following form : — 
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^Annual Report of the Tretuwrer of the YiUage of for the year 

ending April SOy 18^. 

CJONTINGBNT FXJin). 

Dr. 

To Balance at last report fSOO.OQ 

Am't from James Coe, collector . . . 1000.00 |1500.00 

Or. 

By Am't paid on warrants « 1200. 00 

To Balance on hand |300.00 

In like manner the debits and credits of every account are reported. 

8. The sum of the balances, in the several accounts, will be tho 
amount the treasurer has on hand. The treasurer finally signs his name 
md official title to the report 

EXAMPLE XXIIX. 

A Village Treasurer. 

MaTch 1, 18**. Balance from contingent fund, $500. 
Apr. 1. Eee'd from collector for contingent fund^ $1000. 
Apr. 15. Balance from street bonds, $100. 
June 1. From collector for street funds, $200. 
June 10. Paid contingent expenses, $800. 
June 25. Paid contingent expenses, $400, 
July 10. Eec'd from collector for Main Si bridge, $1700. 
July 30. Paid contractor on acc't of Main St. bridge, $1500. 
Post the transactions, leave the acc'ts open, and make out 
a report 
Balances — Contingent Fund, $300 ; Streets, $300 ; Main St. 
Bridge, $200. 

160. A Supervisor is an officer who attends to the 
financial affairs of a town. 

1. A supervisor receives and disburses the town moneyB, according to 
law. He meets with tEe superrisors of all the other towns of the county 
to f onn the board of sap^risors. This boaid a|^>ortioiui the state and 
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oonntj taxes ai>on the towns, audits all lawful claiins against the oonntyy 
and against the several towns, and directs the levy of a tax for theix 
payment. 

2. Taxes are assessed according to yaloations. Town assessors assign 
definite yaloations upon the real and personal estates of ,indiTiduals« and 
thus make up a town valuation. Town valuations make up the valua- 
tion of a county, and county valuations make up the valuation of the 
entire state. The board of state assessors, sometimes, change and adjust 
the county valuations; and the hoard of supervisors, in like manner, 
adjust town valuations, adding to one what it takes off from another. 

8. A tax-bill should contain, for " Information to Tax-Payers" a state- 
ment of the valuation of the entire real and personal estate, within the 
limits of the assessment district ; the amount of moneys to be raised and 
the purposes for which they will be applied ; the tax rate upon every 
$100 ; the individual's property valuation and his amount of the tax ; the 
rate of commission, and such other information as would be of interest 
to a tax-payer. 

4 A supervisor's cash account is, usually, separated into branches. 
All the important books and records of the office are preserved and 
transmitted to his successor. 

HXAMPLB XXIV. 

The Supervisor of a Towru 

April 1, 18**. Eeceiyed from Mr. A. £• Jones^ late super- 
Visor, the balances on the following accounts : — 

Town Accounts $1912.63 

Highway Acc't . 6390.60 

Relief of Poor 633.00 

April 10. Eeceived school moneys from the county treasurer, 
$6964.30 ; and from the collector, on town accounts, $326.44 ; 
and from sale of High St. Bridge bonds, $1600. 

April 15. Paid for relief of the poor, $175.50. Paid com- 
missioners of highways, $4262. 75. Paid moneys to teachers, 
$2380.94, and to school district treasurers, $4583.36. 
April 30. Beceiyed for sale of bonds to build High Si bridge^ 
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♦4500. Paid the contractors, $4800. Paid town bills, $1000, 
and interest on town bonds, $560. Eedeemed town bonds, 
Nos. 1, 2, 3, $600. Paid commissioners of highways, $540. 

Nov. 1. Paid for relief of poor, $28.30. Paid engineer and 
inspector of High St bridge, $200 ; commissioners of highways, 
$187.50. Compile the five accounts, leaving them open, and 
make a report showing the amount of cash on hand. 

Cash on handy from Town Account ^ $78.97 ; Highways, 
$JfiOM; Relief of Poor, SS29.20; High SL Bridge, $1000. 

161« An Executor is a person appointed in a will to 
carry out its provisions, and to settle the estate. 

1. If a person dies intestate the court will, on application, appoint an 
adminisir<Uar to settle the estate. The law requires execntors and admin- 
istrators to take proper care of the estate, and pay from the resources all 
lawf nl debts. 

2. A will generally directs the payment of debts, and the division of 
the proceeds among the relatives and friends of the deceased. The 
executor has a final accounting before the surrogate or judge, who ad- 
judges and adjusts the accounts, declares and decrees the balance for 
which the executor is resi>onsible ; directs the deduction of the executor's 
commissions and the expenses of accounting from such balance. Finally, 
the surrogate or judge makes the proper record and files all the papers in 
his office. 

8. The surrogate's office, usually, contains a copy of the will, the 
inventory and the papers in the final accounting of the executor. 

4 In the following example make an inventory of the personal estate 
of Wm. Watson deceased, and a cash account with the estate. Deduce 
a statement called '' Schedule A," of all moneys received or in our 
custody; "Schedule B," all the unsold property and losses from the 
inventory ; " Schedule 0," all the expenses of administration ; ** Sched- 
ule D," all debts of deceased ; '' Schedule E/' all payments to legatees ; 
"Schedule G," the amount of inventory increased by Exhibit A, and 
diminished by Exhibits B, C, D and E. 
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EXAMPLE XXV. 

The Executor of an Eetate. 
August 4y 18**. 

Letters testamentary were issued to me as executor of the 
estate of Wm. Watson deceased. 

August 12, 18**. 
I caused an inventory of the personal estate of deceased, 
taken by appraisers duly appointed, to be filed in the surrogate's 
office, the amount being $900. The foUowing are the items : 
Household furniture at the late residence of deceased, 1250 ; 
Cash in Franklin Sayings Bank, July 1, 18**, 1350 ; James E. 
Bowling's note to deceased of $300, dated July 1, 18**. In- 
terest on same paid in full to the first of last July. 

August 15, 18**. 

Drawn from the sayings bank 125, and paid surrogate for 
proving will, 115. Robert Coles and Edward Jones for services 
as appraisers, each $5. 

January i, 18**. 

Rec'd interest on James E. Dowling's note, 110.50 ; from Mrs. 
Marsden for rent of house, $125. Paid Geo. Mixeton, under- 
taker, $65 ; state and county taxes, $20 ; Dr. A. H. Davison 
for attendance of deceased, $30; school taxes, $5; advertising 
for claims, $5, and G. B. Bacon, legal services for deceased, $10. 

July S, 18**. 
Eec'd interest on J. E. Dowling's note, $10.50 ; from Mrs. 
Marsden for house rent, $125. Paid Mrs. Watson, widow of 
deceased, $100. 

January 5, 18**. 
Bec'd interest on J. E. Dowling's note, $10.50 ; from Mrs. 
Marsden, $125. Paid state and county taxes, $2S; school 
taxes, $4; Mrs. Watson, widow of deceased, $100. 
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The accrued interest at the savings bank was Jan'y 1, 18**, 
$9.75; July 1, 18** 110.04; Jan'y 1, 18**, $11.42. 

February 5, 18*\ 
The surrogate decrees to the executor 155 for his commis- 
sions and expenses; and 115 to the court for the fees and 
expenses of the accounting. 

February 6, 18**. 
Drawn from the sayings bank 130.50, and paid the fees and 
expenses of the accounting. Retained for my services the 
amount decreed, and assigned to Mrs. Watson, widow of de- 
ceased, the balance of the trust, as follows : 

Note of J. E. Bowling to deceased . . 1300.00 

Savings bank book 325.71 

Household furniture 250.00 

ISTS^Tl 

VI. DRILL TABLES AND EXERCISES. 

162« REVIE>A?^ING THE ELEMENTS. 

Ex. 26. state and illustrate the following : — (Page 99.) 
The Present Worth = the original capita + the net gain. 

« '' " = '' " " — the net loss. 

" " " = the resources — the liabilities. 

The Net Gain = " " — the orig. capital. 

** " " = the total gains — the total losses. 

The Net Insolvency = liabilities — the resources. 

" " " = net loss — the orig. capital. 

The Net Loss = the losses — the gains. 

" " " = the original capital — the pres. worth. 

Ex. 27. A man buys a farm for 13000^ and moves upon it 
with his stock and farming utensils, valued at 11000. At the 
close of the year he takes an inventory of farm products : — 450 
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bnshels of com & 90f ; 800 bushels of oats ® 45^; 300 bushels 
of rye <^ 85/^ ; 25 bushels of apples ^ 60^ ; 2 horses, 1180 
3 cows, 1125 ; 20 sheep, $50; 5 hogs, $40; 2 wagons, 1170 
1 set of harness, $35 ; 1 single harness, $40 ; 1 reaper, $125 
cash on hand for produce sold, $100 ; George Beynolds owes 
him $35. He owes for farm labor James Johnson $130. His 
kbor is estimated @ $213, and the interest on his capital 
invested is $280. What is his net gain if the value of the 
farm remains the same? J^et Oain, S3 12, 

E;x. 28. Given, Cash Dr. $12000, Or. $8000 ; Bills Eeceivablo 
Dr. $9000, Cr. $4000 ; Bills Payable Dr. $3000, Or. $6000 ; Wm. 
Page Dr. $2000, Cr. $1000 ; Day & Co. Dr. $2000, Cr. $8000 ; 
Merchandise Dr. $8000, Cr. $9000, unsold $1000 ; Profit and 
Loss Dr. $3000, Cr. $4000 ; .Charges Dr. $2000, Cr. $2000 ; 
Interest Dr. $2000, Cr. $1000 ; Stock Cr. $5000. Eequired a 
balance-sheet 

Ex. 29. Given, Cash Dr. $15000, Cr. $14000 ; Bills Eeceivable 
Dr. $7000, Cr. $6000 ; Bills Payable, Dr. $3000, Cr. $7000 ; 
J. Brown Dr. $3000> Cr. $5000 ; Stock commencing Cr. $10700 ; 
Profit and Loss Dr. $12000, Cr. $4000; Merchandise Dr. 
$15700, Cr. $9000, unsold, $1000 ; Interest Dr. $800, Cr. $600 ; 
Charges Dr. $600, Cr. $800. Bequired a balance-sheet 

Ex. 30. A of Chicago owes B of New York $100 ; and B of 
New York owes C of Chicago the same sum. Write the draft 
which will settle the %• 

Ex. 31. A of New York owes B of Chicago $500, and C of Chi- 
cago owes D of New York the same sum. B draws, to his own 
order, upon A, sells the draft to C, who sends it to D. Write 
the draft Could not B deposit for collection his draft on A ? 
Could not D in like manner deposit his draft on G ? What 
use could be made of a certificate of deposit ? 
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Ex. 32. If the merchants in two distant cities trade with each 
other^ on account^ will the balance of trade be in f ayor of or 
against the city which buys from the other more than it sells 
to it ? When the balance of trade is against a city^ in what 
two ways can the balance be settled ? In which city will drafts 
command the highest premium ? The lowest premium ? When 
will this exchange be nearest to par ? When will it be tuir 
therest from par? How is the balance of trade when the 
exports exceed the imports ? When is thi& balance reversed ? 

Ex. 33. Bespond^ by letter^ to an advertisement for an errand 
boy ; gardener-; farmer ; clerk | book-keeper ; teacher. 

Ex. 34. Write an advertisemeniof your business as a mason ; 
carpenter ; carriage-maker ; blacksmith ; jeweler; dress-maker; 
printer ; merchant ; lawyer ; physician. 

163. VII. QUESTIONS FOR EXAMINATION. 

Define, and state the observations made upon, resonrces, liabilities, 
present worth, insolvency, balance-sheet, bills receivable, bills payable, 
interest, expense, profit and loss, stock, estate acc'ts, gain and loss acc'ts, 
rule for balance-sheets. 

Define and state the observations made upon banks, discounting notes, 
bank book, check book, use of banks, savings banks, shipments, con- 
signments, invoices, % sales, correspondence, &c. Trust funds, a super- 
visor, an executor. Who are testators? Administrators? Surrogates? 
Appraisers ? 

164. VIII. TOPIC EXERCISES. 

L ResonxoeB and liabilities. 6. Banks. 

2. Gains and losses. 7. Shipments and consignments. 

8. Estate accounts. 8. Trust funds. 

4. Gain and loss. 9. Supervisors. 

5. Balance sheets. 10. Executors. 




ISON V. 



AUXILIARY BOOKS. 

165. An Auxiliary JBooh is one from which the ledger 
is partly or whoUy compiled. 

1. It usxiallj contaiiiB the entries of a separate d^artment of the busi- 
ness. The cash department, for example, will require, at least, one 
book ; the purchase, another ; the sfiles, another, and so on. 

2. Each department will, when the business is very extensive, require 
pne or more assistant book-keepers. In a yery limited business no 
Buxiliarj book, except a pocket diary, is required, as the cash book can 
be kept in the ledger as one of the accounts. 

166. A Set of Book8 comprises the several books nsed 
in a business. The selection of books, suitable for a set^ must 
vary according to the nature and extent of a business. 

1. We give the uses and indicate the variable selection of auxiliary 
books. A set, usually, consists of two, three, or more of the following 
books: — 

1. Cash Book, 7. Bill Book, 

^, Memorandum Book, 8, Shipment Book, 

5. Day Book, 9, Commission Sales Book* 
4. Time Book and Pay Boll, 10. Bank Book. 

6. Invoice Book, 11. Journal. 
6. Sales Book, 1^. Ledger. 

2. The variety of entries, made in each book, must depend upon the 
number of auxiliary books used. If a day book be the only auxiliary, it 
must contain entries which, more properly, belong to the other books. 
The marginal figures, in the auxiliary books, refer to the pages of subse- 
quent entries in the day book or ledger. The ledger entries refer back 
to the auxiliary books, from which they are taken ; and need not, there- 
fore, be full and explanatory. Special books are often used for orders, 
letters, receipts, checks, balance-sheets, &c 
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167* A Cash Book is a record of receipts and payments 
of cash. It contains^ on the Dr. side^ the cash on hand com- 
mencing, and all subsequently received ; and on the Cr. side, 
all cash payments. Arts. 12, 13, 14, 15, 16, 17, 18, 19, 176. 

1. If money ia received, write after the word "To" the name of the 
account or person from whom it is received. If money is paid, write 
after the word ** By" the name of the account or person to whom the 
payment is made, and some explanatory words, as "To Merchandise — 
Sold to Wm. Davis " or *' By Charges — Paid Laborers." The expressions 
'• To Cash " and " By Cash " never appear in this book. See page 131. 

2. Entries for several cash transactions, at one time, with the same 
party, are short extended — written within the lines — ^and the sum of the 
individual items /i^ eo^tended into the money columns. 

3. In a retail business in which the cash receipts are very numerous, 
subordinate or petty cash books are sometimes kept. If such books are 
kept, in business, the totals must be entered in the general cash book, 
with the initials of the books of original entry. A small sum is often set 
apart to meet little items of expense, and the cash book is credited, 
"By Petty Expenses," for the amount. The entry " To sales this day,*' 
is sometimes made in the cash book. 

4 The cash book is balanced daily, weekly, or monthly, according to 
the nature and extent of the business, and the total debits and credits 
are sometimes posted, making a cash % in the ledger. A statement 
showing in what the balance consists, viz., coin, bank-bills, balance in 
bank, etc., should be made and preserved whenever this % is balanced. 
A treasurer who has the sole custody, or who, exclusively, carries the 
only key, is expected, usually, to furnish any deficiency in the amoimt of 
his cash on hand. 

5. Merchants will, without great care, overlook the omission of a cash 
debit, and the entry of double credits. The cash books and petty cash 
books are numbered and preserved for future reference. Any sjstem of 
book-keeping conducted without a cash book, or a cash account, is very 
defective. If we cannot account for all our cash receipts and payments, 
we never can be satisfied with the amount on hand. 
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168. The Memorandum Booh contains memoranda 
of agreements^ engagements^ inventories, balance-sheets, &a 
Separate books are often kept for each of these purposes. But 
few of the items usually require posting. Arts. 108, 110. 

1. Every entry, not canceUed or checked in the margin, should be 
exammedfreqaenUy, and the proper cancellation or check mark made, at 
the right time. See page 130. 

2. The suspenfle % and the borrowed and returned % are sometimes 
transferred to the memorandum book. To these may be added the Cd- 
lection Account, where we enter, npon the Dr. side, the name of the 
party owing the amoimt, and the name and address of the parties hold- 
ing the claims for coUection. We enter, upon the Or. side, the amount 
collected. Thus collected together, these accounts do not so easily escape 
our notice. Arts. 80, 84. 

3. Grocers, butchers and other dealers sometimes furnish their cus- 
tomers with Pass Books, These should be presented at each purchase, 
the entry made by the dealers, and the book returned to the customer. 
A neglect to present the book, at each purchase, often leads to disagree- 
ments, concerning the items charged. 

4. This book accompanies all others, and usually contains such entries 
as do not, so properly, belong to the other books. The farmer records 
his experience and profits, rotation of crops, etc. It sometimes extends 
through several years, and much of its matter is often compiled from a 
pocket diary. The Home Memorandum book will contain the family record 
and all important facts relating to health, disease, &c., of its members. 

169. A Day SooU contains transactions with persons 
on account, such original entries as do not properly belong to 
other auxiliary books of the set used, memoranda of the origi- 
nal entries made in such other books, and all other items which 
are to be posted. 

1. From the original entries we deduce all subsequent ones. The 
original record is consulted, and produced in evidence whenever an entry 
is in dispute. See page 138. 

2. We write the name of the place and the date of beginning business 
at the top of the first page, and subsequent dates in the middle of the 
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pages, leaving a margin at the left for references to the ledger entries of 
the same transaction. 

8. If pettj day books are kept for credit transactions, and for cash 
receipts on %, the bills shonld be made out from these books, or from 
the accoonts to which they are posted in full. 

IW. The Time Book and Pay Roll contain the 
names of workmen employed, the wages per week, and a record 
of the time. 

1. When a large number of men are employed, the pay roll is made 
as a snbstitate for an account with each employe. The person having 
charge of the work should certify to the correctness of the pay roU before 
any payments are made. Without the utmost vigilance, mueures will 
often find places upon the pay rolls. See page 138. 

2. A Fay BoU Account might be opened, and made Or. for the amount 
of wages due ; Dr. for loss of time, all orders given the workmen, and 
for cash paid them at settlement. The account is thus closed, by every 
periodical settlement. It is a check upon the cash book, and upon the 
pay roU. 

8. In a store, where several clerks and workmen are employed, and are 
paid money on %, at irregular intervals and in various amounts, a salary 
book, similar to a pay roll, is used. The receiver of money on account 
may be required to enter his name on a line with each payment to him ; 
and to prevent subsequent alteration, the amount paid can be written in 
words. This amount is extended by figures into the money column. 

171. The Invoice SooU contains an inventory of the 
goods on hand commencing business, or an abstract of it, and 
the particulars in regard to all goods purchased, or the invoice 
biUs, copied, pasted into the book, or on file. 

1. The date, term of credit if any, cost, charges, &c.} should appear 
in this book. Invoices of goods to be sold on commission should be kept 
in a separate book, named commission invoice hook. See page 145. 

2. The invoices of goods, bought by an agent or merchant to supply 
orders, will be of great service to him in making out bills. 

8. When we buy merchandise and pay for it at the time, we credit 
cash by merchandise for the amount of the bill. If we buy on 9^, we 
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credit the party we buj of, by merchandiae, for the amount. Bat if we 
give our note at the time, we enter the note in the bills payable %. If 
we do not settle the bill at the time, we most credit the partj, and when 
we Bubseqaently pay by cash or note, we debit him. Art. 45. 

172. The Sales Book describes every important sale. The 
entries are transferred from the sales book to the cash book, 
the bill book or the day book, from which they are to be posted. 

1. All of the important credit and cash sales are entered in this book, 
and the totals are carried forward from page to page. The invoice and 
sales books when increased by the petty cash purchases and sales, form 
a complete merchandise account. See page 145. 

2. In a yery limited business, the day book will properly contain the 
entries usually made in the invoice and sales books. A set of books often 
comprises the cash, invoice, sales and day books, as books of original 
entry, and the posting is sometimes made directly from them. 

173. The Sill Soak contains a complete record of each 
bill receivable and bill payable^ with its date, amount, &c. 
Art. 128. 

1. We enter the abstracts of all notes given and received, under their 
proper heads in the bill book, and calculate the day when each becomes 
due, adding the three days of grace. See page 145. 

2. We must consult the bill book, from time to time, in order to collect 
the bills receivable, and provide for the payment of the bills payable, as 
they mature. The bills receivable are usually kept, undisturbed in their 
places of security, until taken out either to be discounted or redeemed. The 
remarks are entered only as the notes are either disposed of or redeemed. 

174. Ledger JEntries are generally taken from the 
auxiliary books, and bear the same dates. If full particulars 
are required, in any subsequent entries, we can readily refer 
back to the original entries. 

1. A statement of total debits and credits of every account is, usually, 
taken semi-annually or oftener. In a retail business, bills are rendered 
monthly to customers. 
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2. In a set of books, the total debits and credits upon the ledger, must 
equal the total debits and credits upon the auxiliary books, or upon the 
day book only, when all the posting is from the day book. This is one of 
the evidences of correct posting. 

8. The successive books of the same kind are designated as Ledger 
A, B, C, D, &c.. Day Book A, B, 0, &c., for identification and reference ; 
as " From Day Book C, page 140 ; " " Ledger B, page 176," &c. 

4 The peculiar forms of a multitude of subordinate books will not 
embarrass the learner who has become familiar with the course of every 
transaction to its proper account in the ledger. 

PRACTICE IN BOOK-KEEPING- 

FIRST SERIES OF SINGLE ENTRY SETS. 

Cash Book and Memobandum Book. 

175. Suggestions on the Method and Work. 

1. Enter in the cash book all cash transactions^ and in the 
memorandum book all other transactions. 

2. Open the memorandum book with a statement of property 
and debts; and close it, as often as may be required, with a 
similar statement. Note in the margin the settlements as they 
are made ; and, if cash is received or paid at the same time, 
make also an entry in the cash book. 

3. Settle the debit and credit memoranda as soon as possible 
after they are made. This will indicate business habits, and 
also simplify the final statement. A balance-sheet is understood 
to include the results of the day on which it is dated, unless 
such date be the first day of a month. 

EXAMPLE I. 

Transactions of a Day Laborer. 

July ly 18**. 
I have cash on hand, $18.50; and Abram Sands owes me 
for work, 113.50. I owe Henry Ahrens, for groceries per 
bill, $7.35. 
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August 1. 
Bec'd from Abram Sands^ 113.50. Paid Henrj Ahrens, 
17.35. Ordered from Hatch & Go. 2 tons coal <^ 15. Charles 
Davis repairs my house 1 day ® $1.50. See'd from Abram 
Sands $21 for 21 days' work. Paid for 1 bbL flour, $8.25. 
Paid bill for groceries, 115.63. 

August 10. 
Paid Hatch & Go. $10, and Charles Davis, $1.50. 

August 31. 
Abram Sands owes me for 23 days work ® $1J25 ; and I owe 
Henry Ahrens, per bill for groceries, $13.46. 



Memobakduh Boos. 



Jtd^ J, 18**, 

Eesoubces. 



Gash on liand 

Abram Sands Dr., to work 



$18.50 
18.50 



LlABILimS. 

Henrt Ahbenb Cr., bj goods . , 

Present worth . 



$32.00 
$7.85 



$2465 



Auffutt 1. 



$10.00 
1.50 



Hatch & Co. Cr., by 2 tons coal @ $5 . . . . 
Chablbs Dayis Cr., by repairing bouse .... 

August SI, 

Bbsoubcbs. 
Cash on band $10.27 

Abram SAin>s Dr., to work, 23 days % $1.25 . . 26.75 

Liabilities. 
Henbt Ahbens Cr., bill for groceries .... 

Present worth $28.56 



$87.02 
918.46 



Rec'd Ang. 1. 



Paid Aug. 1. 



Paid Aug. 10. 
Paid Aug. IQl 
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Cash Book. 



Dr. 
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Or. 



18** 




July 


1 


Aug. 


1 




it 




« 




tt 




it 




10 




it 




81 



To Balance on hand 

" Abram SandB 

Bj Henry Ahrens 

To Abram Sands, 21 days work 
By 1 bbl. Flour 

'* Groceries per bill . . . . 

" Hatch & Co 

" Charles Davis 

" Balance on hand 

To Balance on hand 



18 


50 




13 


50 


7 


21 


00 


8 






15 
10 

1 




00 

27 


10 


53 


53 


10 





85 

25 
63 
00 
50 
27 
00 



176. 



QUESTIONS ON EXAMPUB I. 



1. How do you rcile the M. B. ? The 0. B. ? At what date do you 
open both books ? How do you make the entries of July 1 1 Aug. 1 ? 
Aug. 10 ? Aug. 31 ? 

• 2. Describe the other entry made when you enter in the C. B. the 
$18.50? 17.35? $10? $1.50? $10.27? $53? State the suggestions 
on the methods and work of Set I, embracing the C. B. and M. B. 

8. General MevieWm—Wh&i is an auxiliary book ? A set of books ? 
A cash book? A memorandum book? A day book? A time book? 
A pay zoU ? An inyoioe book ? A sales book ? 

EXAMPLE II. 

A Small Boarding-house. 

Jan. 1, IS**. 
I baye cash on hand^ $15 ; proTisions yalned at $26. I owe 
WiZL Gook^ per bill, for groceries, $12.50. 

Jan. 7, 18**. 

Paid WnL Cook, per bill $12.50 

Bec'd from Mr. Brown and family ••..•• 20.00 
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Paid Wtxl Crane for 3 tons coal ® $5 15.00 

" butcher's bill 6.00 

*' Kuth Stetson 2.60 

Jan. U, 18*\ 

Bec'd from Mr. Brown and family 20.00 

Paid butcher's biU 4.50 

" Wm. Cook, for groceries 7.50 

" Kuth Stetson 2.50 

Jan. 21, 18**. 

Bec'd from Mr. Brown and family 20.00 

Paid butcner's bill 6.60 

" Wm. Cook for groceries 6.75 

*' for extra work 1.00 

" Buth Stetson 2.60 

Jan. 28y 18**. 

Bec'd from Mr. Brown and family 20.00 

Paid butcher's biU 4.75 

" Wm. Cook, for groceries 6.00 

" Buth Stetson 2.60 

Inventory. — Provisions yalued at $20.00 

Present Worth, iS7£0 

Net Gain, $10JDO 

EXAMPLE III. 

A Small Private Family. 

June 1, 18**. I have cash on hand, $10.00 ; George Truman 
owes me $16.00. I owe Bell & Co., for flour, $7.60. 

June 2. Bought 12 lbs. sugar-cured ham ® 14^ ; 6 quarts 
strawberries @ 16^. 

June 3. Bought 2 doz. eggs ® 20)^ ; 10 lbs. crackers ® 12^ ; 
12 lbs. butter® 26/*. 
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June 4. Beceiyed from George Truman $15.00. Paid Bell 
& Co., for flour, $7.50. 

June 5. Ordered of Chas. Coe, 2 doz. fruit jars. 
« June 6. Bought 35 lbs. soap @ 15^ ; 5 lbs. cheese @ 16f. 

June 8. James Langdon, Cr. for 1 day's work, $1.00. Be* 

turned 10 lbs. soap at cost 

Present Worth, H.92. 

Net Loss, $12.68. 

EXAMPLE IV. 

Transactions of a Farmer. 

Jan. 1, 18**. I have on hand cash, $500 ; 400 bushels wheat 
worth $500 ; 3 horses valued at $400 ; 2 cows, $130. Henry 
Wilson owes me $500. I owe taxes amounting to $118; I also 
owe Charles Bond, $350. 

Jan. 10. Paid Charles Bond on %, $275.00. 

Jan. 12. Sold 240 bushels of wheat ^ $1.25. 

Jan. 16. Paid taxes, $118.00. 

Jan. 21. Eec'd from Henry Wilson on %, $450.00. 

Jan. 25. James Gordon agrees to furnish me with 8 tons of 
stove coal ® $4.00 per ton. 

Jan. 28. Paid James Gordon for 8 tons (^ $4.00. 

Present Worth, $1530.00. 
Net Loss, $32.00. 

EXAMPLE V. 

Transactions of a Clerk. 

Nov. 15, 18**. I have cash on hand, $30.00 ; Thomas Wells 
owes me $15.00 for copying papers. I owe John Bell $23.00 
for groceries. 

Nov. 16. Paid John Bell, for groceries, $23.00. 

Nov. 17. George Smith agrees to furnish me with 8 tons of 
coal ^ $6. 
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Nov. 18. Bec'd $50.00 from my employer, Bobert lAwrenoe, 
on % of salary. Ordered of J. M. Davis a coat and Test to cost 
$25.00. 

Nov. 19. Bec'd 6 tons of coal from George Smith. 

NoY. 21. Paid George Smith for coal, 8 tons (^ $6.0a 

NoY. 23. Bec'd from Thomas Wells cash, $15.00. 

Nov. 24. Bought an overcoat, $20.00. 

Nov. 26. Bec'd the two remaining tons of coaL 

KoY. 30. Bec'd from Bobert Lawrence, $50.00, remainder of 
month's wages. Coal on hand valued at cost, $48.00. 

Present Worth, $102.00. 
Net Oain, $80.00. 

SECOND SERIES OF SINGLE ENTRY SETS. 

Mehorakdum Book, Cash Book, akd Ledgeb. 

177. Suggestions on the Method and Work. 

1. Enter, in the M. B., a balance-sheet at the beginning of 
business, and another at the close of business. 

2. Enter, in the G. B., all cash transactions. Enter to or 
ly merchandise the small cash purchases or sales. 

3. Enter, in the proper personal accounts, all debits and 
credits of persons at the beginning of business and all credit 
transactions ; obseiring, that payments made on %y either at 
the purchase, or subsequently, haYC also an entry in the C. B. 
Arts. 45, 70. 

EXAMPLE VI. 

A Saddle and Harness Maker. 

January i, i^**. 
I haYC on hand cash, $63.25 ; 1 double harness, Yalued at 
$85 ; 1 single harness, $45 ; material, $85 ; James Dayton 
owes me $75, William Dr^e, $35, and I owe Joseph Adams 
$65.34. 
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Fehruary i, i^*. 
Paid workmen, $55. Bec'd for 1 single harness, 145 ; 1 sad* 
die, $18 ; 1 halter, $2.25 ; from James Dayton, $75, and from 
Wm. Drake, $35. Paid Joseph Adams, $65.34. 

March ly 18*^. 
I charge James Dayton $3.50 for repairing harness; Wm« 
Drake for 1 set doable harness, $85, and received from him 
on %, $50. Bought of Joseph Adams material per bill, $128, 
and paid him on %, $48. 

April 1, 18**. 
Bec'd from Wm. Drake on %, $35. Sold for cash, 1 double 
harness, $125 ; 1 single harness, $65. Paid workmen in full, 
$175. Paid shop rent, $40. I haye, per inventory, 1 single 
harness valued at $40 ; 1 double harness, $85 ; material, $80. 

Present Worthy $258.66. 
Net LosSf S64J25. 

EXAMPLE VII. 

A Retail Dealer in Buttery EggSy &c. 

Sept. 1, 18**. I have on hand cash, $800 ; 5 firkins butter, 
30 lbs. each, (^ 23/^; 20 doz. eggs ® %0f ; 50 lbs. cheese % 15f. 
I owe Henry Martin $100.00. 

Sept. 2. Bought of John Beid on ^ 12 doz. eggs @ 15^ ; 
25 lbs. cheese @ 15/^. 

Sept 3. Sold for cash 25 lbs. butter @ 25f. Sold Henry 
Martin on % 40 lbs. butter @ 26f. 

Sept 4. Sold Samuel Johnson on % 20 lbs. cheese @ 1 7^ ; 
6 doz. eggs @ 25^. 

Sept 5. Engaged my winter butter of John Beid at market 
price. 

Sept 6. Bought for cash 100 lbs. butter ® 20^. Sold for 
cash 10 lbs. cheese Q^ IV. 
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Sept 8. Sold Henry Martin on ^ 4 doz. eggs ® 26f ; 20 lbs. 
butter @ 25;^. 

Sept 9. Bought of William Miller on % 25 lbs. cheese (^ 16f. 
Sold for cash 10 doz. eggs @ 25f. 

Sept 10. John Wilson agrees to repair a lot of boxes for us 
for $5.00. Sold for cash 9 lbs. cheese & 11 f. 

Sept 11. Sold Samuel Johnson on % 50 lbs. butter © 25^ ; 
received from him on % cash^ $10.00. 

Sept. 12. Sold for cash 15 lbs. butter (^ 25^ ; 6 doz. eggs 
® 25/^. Sold John Wilson on % 15 lbs. cheese ® 17f ; 6 doz. 
eggs ® 25f. He has done my work as agreed. 

Sept. 13. Sold William Miller an % 25 lbs. butter @ 25^ 
Paid Henry Martin $50.00 on %. 

Mdse. unsold, per inventory, $26.57. 

Present Worth, t75SJ^. 
Net Gain, S7^0. 

EXAMPLE VIII. 

A Dealer in Carpets, Mats, Oilcloths, £c. 

Jan. 1, 18**. I commence business with cash, $500.00, Mdse. 
$1000.00 ; Gilbert Wells owes me $500.00 ; Sidney Jenkins 
owes me $800.00. I owe John Burt $350.00, and William 
Green, $400.00. 

Jan. 2. Sold James Wilber on % 30 yds. ingrain carpet @ 
$1.25. Paid for Mdse. $5.00." 

Jan. 3. Sold for cash 1 Brussels door-mat, $1.75, and to 
Charles Fish, on %, 12 yds. stair carpet @ $2.00. 

Jan. 4. Sold James Wilber on % 50 yds. Brussels carpet @ 
$2.00. Rec'd from Sidney Jenkins on % $300.00. 

Jan. 5. Sold William Green on % 25 yds. ingrain carpet ® 
$1.12^ ; also 1 door-mat, $1.50. 
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Jan. 6. Paid Jolm Burt on %, $100.00. Agreed to go over 
to Sloan's next week and examine a lot of carpets. 

Jan. 8. Gilbert Wells paid me to-day on %, $200. Paid 
my annual store-rent, $600.00. 

Jan. 9. Sold Charles Fish on % 25 yards of velvet carpet 
© $3.50. 

Jan. 10. Sold for cash 40 yds. ingrain carpet (^ $1.15. Or- 
dered at Sloan's $500.00 worth of carpeting. 

Jan. 11. Made an appointment to meet Hiram Jones to- 
morrow, at ten o'clock, on business matters. 

Jan. 12. Paid John Burt on % $100. Sold for cash 30 yds. 
Brussels carpet @ $1.90 ; also 2 mats ® $1.50. 

Jan. 13. Paid Wm. Green on %, $200. Received from James 
Wilber on %, $50.00. 

Goods unsold, per inventory, $695.37. 

Present Worthy $1626,75. 
Net Loss, S4^S.25. 

THIRD SERIES OF SINGLE ENTRY SETS. 

1. Memorandum Book. 3. Cash Book. 

2. Day Book. 4. Time Book and Pay Eoll. 

5. The Ledger. 

178. Suggestions on the Method and Work. 

1. Keep the M. B. and the G. B. as in the last set ; and the 
time book and pay roll, as indicated on the following page. 

2. Make day book entries of all such transactions as were 
posted directly in the last set, and in the form of Dr. and Cr.j 
as given upon the following page. Art. 177. 

Charge, upon the D. B.^ each workman with his lost time, receipts of 
goods or cash on % or in full ; and credit upon the day book the weekly 
amount of the pay roll. Such D. B. entries must be posted to a " Pay 
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Time Book a»d Pat Bolu 
Neie York, Jan, 16, 18^. 




Seldon Jones . . 


in 









1 






S.90 1 12.00 1 B. Jonea. 


John Hunt. . . 


IS 








1 








12.00 


J. Hunt. 


George WiLion . 


10 








1 






3.88 


6.67 


G. Wilson. 


Heniy Lowell 


6 















1.00 


6.00 


H. LowoIL 


Abram Hojt . . 


6 








1 






8.00 


4.00 


A. Hojt 


JamMBent . . 


8 








1 








8.00 


J.Bent 


Totel . . 


fia 














8.88 


43.17 





Day Book. 

JTmo Tork, Jan. 1. 18**. 

Jaubs Botlb. Dt. 

To balance due for merchandiBS , 

WnxiAU HASBIBON, Cr. 

Bj monej leni 

3 

Anbon Ellis. Dr. 

To 15 Iba. batter ©40^. . 6.00 
10 '■ laid ® l&f» . . 1.60 



Gbokob Gbahaii. 
^ 20 bn. wheat @ $2.00 . 40.00 
10 " oom ® .60 . 8.00 



▲UXIUABT BOOK& 139 

3. Post the day book entries. 

4. Compare the day book with the ledger and^ finally, make 
a balance-sheet 

1. The debits and credits are often entered in the same oolmnn in the 
day book. We have given what may be called a journal form of the daj 
book. The totals are entered at the foot of each page but are not carried 
forward. 

2. At the close of a given period — one month, three months or six 
months — ^the totals of the day book are compared with the totals of the 
ledger, for the same time. The accounts are balanced from the balaooe- 
sheet once or twice a year. 

5. Froof. — If the posting be correct, the total day book 
debits will equal the total ledger debits, and the total day 
book credits, the total ledger credits, and their differences will 
also be equal. Such equality is the first evidence of correct- 
ness ; but it is not conclusive. 

1. There is no infallible proof either In single or double entry book- 
keeping. Two errors may balance each other. The same transaction 
may be twice posted. The wrong accounts may be debited or credited. 
The omission or neglect to enter a transaction, or other negUgent and 
fraudulent operations cannot easily be detected. Art. 83. 

2. Honesty and faithfulness, system and accuracy are indispensable 
in keeping accounts. The business itself will often develop incidental 
tests of accuracy. Calling off and checking, in succession, every entry 
is the chief method for the detection of errors. 

8. Some transactions require the original entries in the M. B. only ; 
others in the C. B. only ; others in the D. B. only ; while others require 
original entries in two or three books. Study and practice will secure a 
ready knowledge of the proper entries for any transaction. 

EXAMPLE IX. 

A General Retail Store. 

April i, 18**. 
I haye cash on hand, $650 ; merchandise valued at $2000, 

and Ghaarlei Ladlgw owes me $450. I owe on my note to Wm. 



140 ELEICEISTTS OF BOOK-KEEPIKG. 

Bell^ $300^ and for goods bought of John Goodman, $175. 
Arts. 127, 168, 167, 169. 

I engage Hiram Ball as book-keeper at $15 a week, James 
White as clerk at $10 a week, Nelson Strong as errand boy at 
$6 a week, and Orrin Weeks as porter at $8 a week. Arts. 
168, 170. 

Sold Walter Goodsell 1 pr. thick boots, $5.00 ; 10 lbs. candles 
& 10^ ; 20 lbs. soap ® 11^^. Beceived from him cash on 
account, $7.50. Paid foi storage of mdse., $3.50. Arts. 169, 167. 

April 2, 18**. 

James White has lost this day, and I deduct from his 
wages, $1.66. Paid Hiram Ball, on %, $5.00. Beceived from 
Walter Goodsell 4 bu. com @ 60t Sold him 10 lbs. fish ® 9/^ ; 
3 bags salt ® 2bf. Arts. 169, 167. 

April 3, 18**. 

I am to send John Goodman 2 hams, weighing 12 lbs. each, 
% 19^, as soon as smoked. Sold Philip Bassel 10 gals, molasses 
@ 80/^ ; 4 lbs. black tea @ $1.00. Beceived from him on % 
$10.00. Bought of Wells & Co. Mdse. to the amount of $560.50. 
Paid freight, $6.00. Arts. 168, 169, 167. 

April iy 18**. 

Sold Bobert Hooper 7 galls, kerosene oil ® 25/ ; 3 small 
lamps @ 70/, and lent him $10.00. Beceived from him 4 bu. 
wheat @ $2.00 ; 1 bu. apples, 60/. Paid for wrapping paper 
and twine, $5.25.. Orrin Weeks has been absent from work 
two days @ $1.33. Next week Wilson Boberts is to prepare 
my garden for planting. Arts. 169, 167, 168. 

April 5, 18**. 
Paid Nelson Strong his week's wages, $6.00. Sold Milton 
Stone 3 hams,, weighing 12 lbs. each, <^ 20/. Beceived from 
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him on % cash, $5.00. Ordered of William Norris 5 bbls. 
flour @ $6.00. Paid Hiram Ball $10.00. Arts. 167, 169, 168. 

April 6y 18**. 
Sold Philip Eussel 2 boxes matches @ 60^ ; 20 lbs. lard @ 
12^. Allowed Hiram Ball one day without deduction from 
his wages. Paid James White balance of his week's wages, 
$8.34. Paid Orrin Weeks balance of his wages, $5.34. Received 
for sales this week, $325.00. Arts. 169,168, 167. 

April 9, 18**. 
Wilson Eoberts has plowed my garden as agreed, and is to 
plant it at the proper time. Art. 168. 

April 10, 18**. 

Deliyered to John Goodman 2 hams, 12 lbs. each, % \^f. 

Arts. 169, 168. 

April IS, 18**. 

Receiyed from William Norris 6 bbls, flour ® $6.00. Paid 

him $30.00. Arts. 167, 168. 

April 14, 18**. 
Paid Hu-am Ball $15.00 ; James White, $10.00 ; Nelson 
Strong, $6.00 ; Orrin Weeks, $8.00. Arts. 167, 169, 170. 

April 15, 18**. 
Merchandise on hand yalued at $2550. 00. Art. 168. 

Day Book, $579.01 $847.00. 

Ledger, $579.01 $847.00. 

Present Worth, $2851.08; Net Gain, $226.08. 

1. We have expressed only the totals of the day book and ledger 
entries. It is advisable to show, in the statements, that the total daj 
book entries are made up of the totals of the several day book pages, and 
that the ledger totals are made up of the totals of the several acc'ts. 
. 3. Instead of the debit and credit totals, npon the several pages of the 
day book, and also in the several ledger acc'ts, their differences are often 
entered as debit or credit balances, in making up the statementa 
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EXAMPLB X. 

A Retail Dry Goods Store. 
January 1, 18**. 

I have on hand cash, 1800.00; Mdse., t4000.00. I owe 
Thomas Post $250, due on rent of store. Morris Jenkins owes 
me, on %, $450.00. Clarence Jones owes me for mdse, $50.00. 
I owe John Seton, on %, $45.00. Henry Morton owes me 
$300.00 on house and lot. Arts. 168, 167, 169. 

On commencing business I engage James Brown as book- 
keeper ® $15.00 per week ; Jacob White as clerk ® $10.00 ; 
Henry Singer as clerk ® $8.00 ; John Wood as errand boy ® 
$6.00. Arts. 168, 170. 

Sold Henry Morris 25 yds. bleached muslin ® 20^ ; 15 yds. 

unbleached ® 12^ ; rec'd from him, on %, cash, $5.00. Arts. 

169, 167. 

January 2, 18**. 

Beceived from James Worth 8 bu. com ® 80^ ; sold him 

10 yds. alpaca ® 60^. Sold, for cash, 17 yds. calico @ 12^. 

Arts. 169, 167. 

January 3, 18**. 

Sold William Johnson 6 prs. kid gloyes ® $1.50 ; 3 prs. 
buckskin gloyes ® $2.00. Paid Thomas Post, on %, $100.00. 
John Wood has lost this day, and I deduct from his wages 
$1.00. Arts. 169, 167. 

January -J, 18**. 

Sold, for cash, 12 yds. calico ® 15^. Paid Henry Singer his 
week's wages, $8.00. Eeceived from Henry Morton on ?K, 
$150.00. Arts. 167, 169. 

January 6, 18**. 

Sold John Russel 30 yds. ingrain carpet ® $1.25 ; 2 pieces 
carpet binding ® 10^. Beceived from him 25 lbs. butter ® 
40/^ ; 1 bbl. potatoes, $2.00. Sold, for cash, 15 yds. muslin 
i^Uf; 1 doz. spoeiia eotton ® 8^. Arts. 169, 167. 
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January 6, 18**. 

Engaged to let Jacob Brown have 10 yds, cloth ® $2.00, for 
which he is to pay me in com (^ 80^ a bushel. Paid John 
Wood $6.00; Jacob White, $10.00; James Brown, $15.00. 
Arts. 168, 167, 169. 

January 8, 18**. 

Sold Henry Morris 10 yds. delaine (^ 26 f ; 6 yds. muslin © 
20/^. Received from him on %, $2.00. Charles Wilson is to 
famish me with 10 tons of coal @ $7.50, to be delivered next 
week. Henry Singer has lost this day, for which I deduct 
from his wages $1.33. Sold, for cash, 1 doz. prs. kid gloves 
& $1.25 ; 6 prs. mittens @ 30^. Arts. 169, 168, 167, 

January 9, 18**. 

Sold William Johnson, on 9^, 1 doz. spools cotton @ 8^ ; 
30 yds. muslin (^ 17^* Beceived from him on % cash, $10.00. 
Arts. 169, 167. 

January 10, 18**. 

Sold Henry Morris, on %, 15 yds. merino @ $1.00. Bec'd 
from him 2 prs. boots ® $6.00, Bec'd 5 tons coal from Charles 
Wilson. Henry Singer loses this day, for which I deduct from 
his wages $1.33. Paid John Seton in full, $45.00. Bec'd from 
Morris Jenkins, on accH, $175.00. Arts. 169, 168, 167. 

January 11, 18**. 

Sold, for cash, 6 pieces trimming (^ $1.00 ; 4 yds. beaver 
cloth ® $3.00. Bec'd from Clarence Jones on % $50.00. John 
Bussel is to furnish me with 50 lbs. butter & 35^, Arts. 167, 
169, 168. 

January 12, 18**. 

Sold William Johnson, on 5^, 15 yds. cambric ® 15/ ; 10 yds. 
drilling ® 20/. Paid James Brown his week's wages, $16.00. 
Arts. 169, 167. 
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January 18^ 18**. 

Bec'd remaining 5 tons of coal from Charles Wilson. Sold 
John Bussel 5 yds. oil-cloth @ $1.25 ; 10 yds. empress cloth ® 
75^. Rec'd from him, on %, $20. Paid weekly wages as fol- 
lows :— Jacob White, 110.00; Henry Singer, $5.34; John 
Wood, $6.00. Stock now on hand is valued at $3800.00. Arts. 

168, 169, 167. 

Day Book, $1181M $890^0. 

Ledger, SllSlSG $890Jfi. 

Present Worth, $5075M; Net Loss, $229.78. 

FOURTH SERIES OF SINGLE ENTRY SETS. 

1. Invoice Book. 4. Bill Book. 

2. Sales book. 5. Day Book. 

3. Cash Book. 6. Ledger. 

7. Memorandum Book. 

179. Suggestions on the Method and Work. 

1. Keep the invoice and sales books as directed in Arts. 171, 
172, and transfer their cash entries to the cash book, their bill 
entries to the bill book, and all purchases, sales, cash and bills 
which are on account to the day book. 

2. Charge the purchaser with the amount of goods delivered 
before settlement, and give him credit when he pays either by 
cash or note. The course must be similar when goods are in 
like manner received. 

3. Eule your ledger for the entry of debits and credits on 

opposite sides of the same page, making columns also for the 

pages of the day book, and precede your ledger by an index. 

Arts. 6, 81, 82. 

Transactions inyolving the bank book, the commission sales book, &c., 
might have been introduced ; but our object has been to set forth the 
distinct character of each set, rather than to involve it with all previous 
matter. Arts. 147, 153. 
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Invoice Book. 

mw York, Sept, 1, 18** 


• 










Merchandise per Inventory .... I 


150 
80 


00 
00 


4500 
230 


00 


'^cj!^ 


Bought of George Bloomer, Cash. 
100 yds. Black Silk @ $1.50 . . 
100 yds. Colored Silk @ .80 . . 


00 


"^""^ 







Sales Book. 

New York, Jdn. 15, 18**, 





Sold to William Clark on %. 
90 yds. Calico ^W . . 
50 yds. Sheeting @ 20)^ . . 

16 



Sold to John Garrison, Note at 4 mos. 
1 doz. pieces Ribbon @ $1.00 . . . 
1 gross Pearl Buttons 



10 


80 




• 10 


00 


20 


12 


00 




6 


00 


18 





80 



00 



Bill Book. 

Bills Receiyablb. 



^ 


When 
Bec*d, 




18** 


1 


Jan. 16 


2 


** 17 



Maker or 
Drawer. 



John Garrison 
Henry Doty 



Date. 



18*» 
Jan. 1 
Apr. 15 



Time. 



6 mos. 
90 days 



When Due. 



July 4,18** 
July 17, " 



Arret. 



18.00 
95.00 



When and haw 
disposed of. 



July 4, Paid. 



Bills Payable. 



^ 


When 
Issued. 


Drawer or 
Maker. 


Date. 


Time. 


When Due. 


AmH. 


When and how 
redeemed. 


1 

2 


18** 
Mar. 23 
Sept. 1 


Ourselves 
it 


Mar. 23 
July 1 


3 mos. 
5 mos. 


1 

June 26, 18** 
Dec. 4, " 


56.00 
75.00 


June26,Paid 

•- 
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1. The letters C. B., D. B. and B. K, in the margin denote the books 
to which the entries hare been carried. The sales book is well adapted 
to a wholesale business. These books serre to reBere the day book. 

2. Do not enter the separate items of tbe inToioe and sales books upon 
the day book or cash book, but the totals only. The following is the 
nsnal form : — 

Gbobgb Bloqkeb. €kr. 
"Bj Mdse. L B., page - ^906.75 

NoBBiB BowMAir. Dr. 
To Mdse. 8. B., page — 91J33.75 

By Beaben Newoomb. BUlforMdse. ^45000 



8. The word maker, in the B. B., is applicable to common notes^ 
Art. 78 ; and the word dratoee, to the acceptor of a draft. Art 114. 
Columns headed "endorser or drawee/' "cm whom/' "whose favor," 
and " where payable/' are often made in bill books. 

4. In a partnership, the several partners are creditors of the firm. The 
opening day book entry takes the following' form :— 

Henbt Lakb. Or. 
By Gash received as capital $5000.00 

The net gain of each partner Is, in Hke manner, entered to his credit 
or the net loss to his debit Art. 188. 

5. If we add the petty cash purchases to the invoice book totals, and 
the petty cash sales to the sales book totals, and from the amount in- 
creased by the inventory we subtract the invo&oe total, the result will 
show our gain on fn0rchandi$e. This gain diminii^ed by the isxpenses of 
the business wUI show the net gain. 

EXAMPLE XI. 

7%e Wholesale Flour and Feed Trade. 

Chicago, Wednesday, Nov. 1, 18**. 

Henry Luoe^ Wm. Van Arsdale and George Smith esAsr into 
partnership for the parcha3e and Bale of floor and &ed. Henry 
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Lane advances $5000 ; Wm. Van Arfldale, ^5000, and George 
Smith 100 bbls. flour @ $5-50 ; 75 bbls. rye flour @ $3.60 ; 20 
teigs buckwheat flour, 100 lbs. each, ® $1.25 per 100 lbs. ; 65 
bbls. com meal (^ ^2.70, and cash, $3979.50. Arts. 168, 167, 
169, 171. 

Friday, Nw. 10, i^*. 

Bought of H. M. Simpson, for cash, 2000 buBhek oats % 32)^, 
tmd paid for freight and cartage, #25. Paid for insuxanoe, 
#160. Pcdd for petty purchases, #25.30. Arts. 171, 167. 

Monday, Nov. 20, 18**. 

Sold to Charles H. Johnson, on % ® 60 days, 25 bbls. flour 
at $6.00 ; 10 bbls. rye flour ® $4.00 ; 3 bags buckwheat (^ $1.50 ; 
10 bbk. com meal ® $3.10. Arts. 172, 168. 

Friday, Dec. 1, 18**. 

Bought of Abram Jackson, for cash, 1000 bushels oats © 33^ ; 
75 bbls. flour ® $5*50. Loaned to Wm. Van Arsdale $1200.00, 
and to George Smith, $175.00. Arts. 171, 167. 

Monday, Dec. 22, 18**. 

Sold to John Davis, on %, 45 bbls. flour @ $6.50 ; 600 bushels 
oats ® 36^. Eec'd cash on %, $250. Rec'd $32.00 for petty 
sales. Alls. 172, 169, 167. 

Thursday, Jan. 16, 18**. 
Sold to James Underbill, on his note @ 60 days, 60 bbls, 
flour ® $6.50 ; 15 bbls. rye flour @ $4.10. Eec'd from Charles 
H. Johnson, on %, $225.50. Arts. 172, 173, 167, 169. 

Monday, Jan. 21, 18**. 
Bought of Craig & Co., 1000 bbls. flour, for cash, ® $6.00. 
Paid freight and cartage, $125.00. Paid $35.00 for petty pur- 
chases. Arts. 171, 167. 
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Thursday^ Jan. 2J^ 18**. 

Bought of H. M. Simpson, for cash, 800 bbls. flour @ $6.00 ; 
700 bushels oats (^ 31^, and 500 bushels com (^ 41t Bec'd 
eash, $45.00 for petty retail sales. Arts. 171, 167. 

Monday^ Jan. 28, 18**. 

Sold to Johnson & Co., 500 bbls. flour & $7.00. Bec'd on 
%, $3000. Paid for petty purchases, $40.00. Sold to Wilson 
& Co., for cash, 40 bbls. rye flour @ $4.20 ; 10 bags buckwheat 
flour ® $1.80 ; 30 bbls. com meal ® $3.25 ; 1500 bushels oats 
& 40^ and 400 bushels com ® 45^. Arts. 172, 167. 

Tuesday, Jan, 29, 18**. 

Sold to Belden & Co., on their note @ 30 days, 300 bbls. 
flour © $7.00 ; to WnL H. King, for cash, 200 bbls. @ $7.00, 
and to John Dayis, on %, 1000 bushels oats O 3S^. Arts. 172, 
173, 167, 169. 

Thursday, Jan. SI, 18**. 

Paid store rent, 1 quarter, $100 ; workmen in full, $90.00, 
Eec'd cash, $57.50, for retail sales. Art. 167, note 5, p. 146. 

Inventory, Feb. 1, 18**. 

855 bbls. flour @ $7.00 

10 " rye flour ......" 4.00 

7 bags buckwheat ** 1.75 

25 bbls. com meal " 3.10 

700 bushels oats " 0.40 

100 *' com • " 0.50 

$6444.75 

Bequired the auxiliary books, the ledger, the trial balance, 
the balance sheet, and to balance the accounts. 

Before each partner's gain is added the D. R balance is $12,523.50. 
The following are the trial balance and the balance sheet :«- 
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Tbial Balance. 

Heniy Lane . . • 

Wm. Van Arsdale 

George Smith 

John Davis 

Johnson & Co 8500.00 

Day book balance 12522J50 

$18^0.00 

Balance Sheet. 



Dr. 


Cr. 




5000.00 


1200.00 


5000.00 


175.00 


5000.00 


852.50 


250.00 


8500.00 


8000.00 


12522.50 





$18250.00 



20058.00 
14569.80 



852.50 

250.00 

8500.00 

8000.00 



Bbsoitbcbs. 

Cash Book Dr. 

" ** Or. 

Wm. Van Aisdale .... Dr, 

George Smith Dr, 

John Davis Dr. 

" " Cr, 

Johnson & Co Dr, 

" " Or, 

James Underhiirs Note . . . . . 

Belden & Co.'s Note 

Mdse. per Inventory 

Liabilities. 

Henry Lane Or, 

" " Net Gain . Or, 

Wm. Van Arsdale Cr, 

" " " Net Gain . Cr, 

George Smith Cr, 

Net Gain . Or, 



tt 



it 



5000.00 
680.65 

5000.00 
630.65 

5000.00 
630.65 







f 


5488 


20 


"i 


1200 


00 




175 


00 




602 


50 




500 


00 




886 


50 




2100 


00 




6444 


75 






i 


5680 




X 


56S0 




95 


5630 
16891 


16891 



Losses Aim Gains. 

Sales Book 9662.50 

Liventory 6444.75 

LivoiceBook 

Exx>enses. Cash Book .... 
Net Gain 



16107.25 
18725.80 



490 
1891 
2881 



00 
95 

95 

=3= 



65 
65 

95 



2881 



2881 



05 



95 



■Jixa. 
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180« Acconnta with persons, usaally> remain open until 
settlement. Once or twice a year, however, if deslnible, we 
close the settled accounts, and balance those whose settliements 
have been delayed. The appearance of a ledger is marred by 
too frequent balancing. Arts. 48, 49, 141. 

1. Before declaring the net gain or loss, shown bj a oomiNaiaon of the 
present and formw capital, obsenre that it most equal the gain on mer- 
chandise diminished by the expenses of the business, or the loss on mer- 
chandise incroaood by sach expenaesL The tests of accuracy, alwaja 
deducible from the methods and work pursued in. the last set, are quite 
as certain as those of douhle entry. Arts. 170 ; 178, Obs. 5 ; 179, Obs. 5. 

2. In a partnership balance^heet, we. usually increase the credits of 
each partner by his net gain before rwaifii^g the entry in the column of 
liabilities, as shown in the last example. In balancing the ae^enl: 
accounts, the balance-sheet furnishes all the items of entry ; andheneft 
we always balance from this sheet. The periodical balance^eet shows 
the condition of the ledger at the time. 

181. Mule for Changing, from a SUngle X!ntru 
Ledger, to a I>ouble Entry Ledger.— Open, aceaunds^ 
tvith the different items of resources and UdbUities^ of 
the baZance-sheet, calling the inventory. mE^hsLaiise, and 
the present luorth, stock. Open such other aocounts^^ cMf 
may he required by equal debits and credits in every 
transaction. Arts. 128, 129, 130, 131, 132. 

1. The original entries, in changing, must be entered fiisli upcm.- on»: 
or more of the auxiliary books. Single entry propw embraces personal 
accounts only, while double entry embraces these and also the gain and 
loss accounts. The invoice, sales, cash and bill books, in single entry, 
supply nearly all the essential parts of the double entry system, especially 
when accounts with the several partn«» take the place of a stock ac- 
count. Arts* 183, 184, 135. 

3. It will: be seen that single, entry is perfected by its growth intO' 
double entryw The pupil will have nothing to unlearn when he coiiie& to- 
double entiT^. >* ®>^ account is kept in the same manner. The gain ancT 
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loss accounts supply the channels through which the gains or losset 
accrue. Double entry is but a step in advance of our last set ii» saigle 
entKy. Art& 137, 140* 14L 

V. DRILL TABLES AND EXERCISES. 

182r REVIEWING THE ELEMENTS. 

Ex. IS. If na other auxiliaiy than the memora&dtim book 
were used, what would be the first and subsequent entries 
made in it ? If none other than the day book ? If none other 
than the cash book ? If none other than the day book and 
cash book? If none other than the day book^ cash book, 
inydce and sales book ? 

Ex. 13. Enter in a cash book and ledger the transactions of 
Example XVL, page 60. 

Ex. 14 In a partnersiiip balaaoe-slieet where the partners 
are separately credited with their capital invested, why is the 
net gain or net loss equal to the difference between the re- 
sources and liabilities ? 

Exr 15. Describe how you would balance the ledger in 
Set XI from the balance-sheet. 

Ex. 16. When the ledger, in Example XI, is balanced for 
the continuation of business, by how much will each partner's 
original capital be increased or diminished ? 

Henry Lane^s capital increased, ^30.65. 

George Smith's '' " $Ji55j35. 

Wm* Van ArsdaUs capital diminished,. $569,36, 

Ex. IT. Caeh, Dr. WOOOO, Cr. $6000 ; Merchandise per 
inyentory, $5000; William Jencks, Dr. $3000, Cr. $4000. 
The partners' stock accounts are Joseph Dix, Cr. $4500 ; Wm. 
Dresser, Cr. $3700 ; Eichard Stockton, Cr. $2500. Deduce a 
balance-sheet, dividing the gain or loss equally. 
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183* VI. QUESTIONS FOR EXAMINATION. 

1. Define and state the obsenrations made upon an anziliaiy book; 
a set of books ; cash book ; memorandum book ; day book ; time book 
and pay roll ; invoice book ; sales book ; bill book. 

2. State, particularly, how the first and subsequent entries are made 
in each of the several books. State what is said of ledger entries ; suc- 
cessive ledgers and other books of a business ; and their peculiar forms. 

3. Enumerate the books used and state the method and work in the 
first set or series, giving examples ; in the second ; third ; fourth. State 
the methods of proof. 

4. How do you find the total cost of merchandise ?* The total sales ? 
In Set XI, how can you find the gain or loss on merchandise ? 

5. Do you make, in detail, more than one entry of goods bought or 
sold ? What entries do you make ? How is a ledger made serviceable 
when we have auxiliary books? From what is the ledger compiled? 
The trial balance ? The balance-sheet ? 

6. In Set XI, what entries are made if we buy goods for cash ? On 
our note ? On % ? If we sell for cash ? On note ? On % ? If I issue 
my own note ? If I accept a draft on % ? If I redeem my note with cash ? 
If I receive cash on % ? Pay cash on % ? If I pay charges ? If I allow 
charges on % ? If I receive charges ? If I am allowed charges on % ? 

7. In Set XI, how can you find the gain or loss on Mdse. ? The net 
gain in business ? Illustrate. 

184. VII. TOPIC EXERCISES. 

1. Auxiliary books. 8. Sales book. 

2. Sets of books. 9. Bill book. 

8. Cash book. 10. The ledger. 

4. Memorandum book. 11. First series of single entry sets. 

5. Day book. 12. Second series of single entry sets. 

6. Time book and pay rolL 13. Third series of single entry sets. 

7. Invoice book. 14. Fourth series of single entry sets. 
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DOUBLE ENTRY SETS- 

185* The Day Sook contains all the original entries 
when no cash, inyoice or sales books are kept. 

186. A Journal is a book containing the debits and 
credits of the transactions^ and the names of the accounts to 
which they are to be posted. Arts. 11, 72, 109, 130. 

1. We deduce the proper debits and credits, from every transaction, 
and these deductions, properly recorded, are called journal entries. 
Facility and accuracy, in journalizing, depend upon the degree of fa- 
miliarity with the purposes of the individual accounts. Art. 136. 

2. Before ir&king the journal entries, observe that the sum of the 
debits, in the transaction, must be equal to the sum of the credits, and 
this test can be made upon a slip of paper. The sum of all the debits 
upon the journal will then equal the sum of all the credits. The day 
book and journal are sometimes combined in one book called the journal 
daybook. 

8. The equal debits and credits of the journal are posted to the several 
accounts designated, and consequently the sum of all the debits, on the 
ledger, wiU be equal to the sum of all the credits. If there be a dis- 
crepancy in these totals the entire work must be reviewed. 

4 Articles 1 to 184, inclusive, comprise the particulars of double entry 
bookkeeping. Each step involves a principle of double entiy, and an 
application of that principle to the ordinary purposes of life. The pre- 
ceding matter may, therefore, be called unwersal book-keeping. The 
Double Entry sets will involve nearly every preceding particular. 

187. In every transaction the accounts alBFected are con- 
sidered, and the journal entries deduced. * Note 3 of Art 98 ; 
140; Note 4 of Art 174. 
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1. The following recapitulation will be found a convenient 

BEFERENCB TABLE. 

Ddrits. Estate Aooouirrs. Abt. 134. CredUi. 

Beoeived a . Caah 15 . Paid. 

Received h . Bills Receivable . • . • 128 . Disposed of. 

Bedeemed c . Bills Payable 129 . Busued. 

They owe us .... d . FeiBcmal Aoeoonts . . , 45 . WfronHre iSbem, 

Dd4U, CtAXN Ajn> Loss. Aooouirra. Abt. 95. Oredm. 

Booglii • MeEchandise . . 96 . Sold or disposed oL 

Paid or allowed by us / . Expenses. . . , 131 . Bec'd or allowed tp ua 
Paid or allowed by us ^ . Interest .... 130 . Bec'd or allowed to us. 

Losses A . Profit and Loss 132 . Gains. 

Capital withdrawn . , i . Stock 133 . Capital invested. 

2. We shall use either the %ures or the small letters of the foregoing 
table as references, appending them to transactions, in order to direct the 
pi^ils to a general principle which governs a whole dasa of tnoisastioiis 
of which the one under cooisideration is but a cdngle exaaiide. 

188. The entry of a transaction^ in one account^ usuaQj 
names the other account in which the corresponding entiy 
is made. Page 157. 

1« The principal transactions of a^merdiant conedat of the.foUowiag »— 
I. Buying and selling, goods. 
11. Beceiving and paying cash, 
in. Beceiving and disposing of other men's notes. 
IV. Issuing and redeeming his own notes. 

2. Transactions produce one of the following forms- of entiy 2^ 
I. One debit and one credit entry. 
II. Two or more debit entries and one credit entry, 
in. One debit entry and two or more credit entries. 
IV. Two or more debit entries and two or more credit entries. 

8. In making a debit entry which is balanced by two or more credit 
entries; we write the phrase "To Sundries"; and we write t^e< phrB0e» 
" By Sundries " in making a credit entry which ia« balamfced bgr two^ OB 
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more deM eatrieflL These terms denote to or h^woerai eniria, and are 
quite, necessary in tbe ledg^. But in the journal "Sundries'' and '*To sua- 
dries'' are hindrances. We do not advise their use till we arrive at Ex. Vll. 

189. A OPridl Balance is a statement of the total debits 
and credits of the seyeral aocoant& It is usitally taken moBthly. 

1. We write the account titles, in the same order as in the ledger, 
placing the total debits of each account at the left, and the total credits at 
the right. The equaHtj* of tha colnmnft is an evidence of correct posting. 

2L If the totals disagree we must review all the preceding steps. We 
must not infer, however, that our work is correct because the totals of 
the trial balance are equal, of because the books balance as shown hy the 
balance shettt. For example, "John Davis, pays us |60Q on %" We 
deMt cash, and the totals, upon the trial balance, will be the same 
whether we credit John Davis or merchandise* Sin^ar errors are fre- 
quent, and to detect them, we must review our previous work. Art. 178. 

8. The ScUance^sheet is deduced from the trial balance, and the 
inventory of unsold goods, as sh(»fn upon page 97. Arts. 134, 185. 



PRACTICE IM BOOK-KEEPING. 

I. IlSTTBODUCTOEY SeTS. 

190w Suggestions on the Method ookA Work. 

1. Enter in a single^^olmim day book eveiy traausaction, 
beginning with a statement of property and debts. 

%. Deduce from the day book, a journal^ ohserying i^e par« 
poses of the several accounts affected^ and making the sum of 
the debits, in^eyery transaction, equal to the sum of the credits. 

It isugnaliy desirable to make out, upon a separate paper before jour- 
nalizing, an analysish of the transactions. Thus :— 



January U •^^**. 
Cash . . 20Q0 Stock . . 4400 
Mdfla . 3400 



4400 



4400 



January: I, i^**. 
Stock . . 1750 Geo. Wright . 1760 

ft 

Mdse. . . 8000 Geo. Wright . 8000 
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3. Post all the jonmal entries and take a trial balance. 

4. Take an inyentory of the unsold goods^ and make a 
balance-sheet from the trial balance and the inventory. 

5. Finally, leave the several accounts open for the continua- 
tion of business. Study every reference, and master every 
principle. Art 180. 

EXAMPLE I. 

New York, January 1, 18**, 

I commence business, this day, with cash, 12000; 400 bbls. 
flour @ $6, and I owe George Wright $1750. 

Jan. 2. Bought of George Wright, on %, 500 bbls. flour (^ $6. 
Sold Henry Davis, for cash, 600 bbls. flour & $6.75. 
Jan. 3. Paid George Wright on %, $2750. 
Inventory.— Unsoli, 300 bbls. flour ® $6.75. 

Day Book. 

New York, January 1, 18**. 



Journal 



Began business with the following 

Besoubcbs : 

Gash on hand 

Merchandise on 400 bbls. Flonr ® $6.00 . 

LiABiLmss: 

George Wright. I owe him 

Present worth 

S 



... 



Bought of George Wright, on account, 

500 bbls. Flour (g^ $6.00 



(( 



Sold Henry Davis, for cash, 

COO btis. Flour @ $3.75 

S 



Paid GFeorge Wright, on account 



2000 
2400 



4400 
1750 



2660 



8000 



4050 
2750 



00 
00 



00 
00 



00 



00 



00 
00 
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JOUBNAL. 
Kew York, January 1, 18**, Dr, 



Ledger 
Fage, 



Cash . . . 
Mercliandise 



Stock 



Meichandise 



Cash 



To Stock . . . . 



To George Wright . 
S 



To George Wright . 



« 



George Wright 



To Merchandise . . 
3 



To Cash 



Or. 



2C00 


00 




2400 


00 


4400 


1750 


00 


1750 


8000 


00 


8000 


4050 


CO 


4050 


2750 


00 


2750 



00 



00 



00 



00 



00 



Dr. 



Ledgeb. 

Cash. 



Cr. 



18** 
Jan. 



<< 



1 
2 



To Stock . . . 
" Merchandise 



1 

-• 






18** 




2000 


00 


Jan. 


8 


1 


4050 


00 







By Geo. Wright 



Dr. 



Merchandise. 






2750 



00 



Or. 



18** 












18*» 












Jan. 


1 


To Stock . . . 
" Geo. Wright 




2400 
8000 


00 
00 


Jan. 


2 


By Cash . . . 




4050 


00 



Dr. 



George Wkight. 



Or, 



18** 












18** 












Jan. 


8 


To Cash . 




2750 


00 


Jan. 


2 


By Stock . . 
" Merchandise 




1750 
8000 


00 
00 
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Dr. 



Or. 



18^ 
Jan 



To Geo. Wright 



1760 



00 



IS*** 
Jan. 



By Sundries 



4400 



00 



TiOAL Balafos. 

Oaah 0060.00 

MerchandiBe 5400.00 

Geo. Wright » . • 2760.00 

Stock 1750.00 

16950.00 



CrediU. 


JTmM. 


2760.00 




4a5aoo 


2026.00 


4760.00 




4400.00 





16900.00 



Balai^^ce Sheet. 



Estate Aooouhts. 


TOTAM. 


1 

RSBOU&CES 


LlAB. 


Cash 


Dr. 


6050 
2750 


00 
00 
00 
00 


8900 
2026 


00 

00 
00 


2000 
8825 






C5r. 

Cr 

Br. 

300 bbls.@ $8.76 




Geo. Wright . . 


4750 
2750 


00 


Unsold Mdse. . 
Present Worth . 




00 










5325 


6325 


00 



Gain aitd Loss Accounts. 


Mdse 


Cr. . .4060.00 
Unsold . 2026.00 


3toc& • 9 • • 


Dr. 

Cr. . . 4400.00 
Dr. . . 1750.00 


Net Gain . • . 
Present Worth . 


• 
• • • • • 



Totals. 


Losses. 


Gains. 


6076 


00 










5400 


00 
00 






676 


00 


2650 




675 


00 
00 


675 


00 
00 






3325 


675 


675 


00 
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191« QUESTIONS ON EXAMPLE I. 

1. What is single entry book-keeping ? Double entry? Howls the 
day book used ? The journal ? The ledger ? 

2. Give the reference taMe for cash ; bills receirable ; bills payable ; 
personal accounts; merchandise; expenses; interest ; pafofit and loss; 
stock. 

8. What are the principal transactions of a merchant ? What form 
do the entries take ? Explain how the word Bundiy or sundries is used ? 
What is said of the trial balance ? State the method and work of the 
introductory sets. 

19S« FORM OF ORAL. RECITATION. 

What account is debited, what credited, and what is the journal entry 
when we buy merchandise for cash ? 

Ana, We debit merchandise because there is an outlay upon it. Art. 06 ; 

and we 'credit cash because cash is paid. Art. 15. The journal entry is, 

therefore, 

Meaedtuuidise, J>r. .... $ 

To Cash . . . 

What aecoant is debited, what credited, and what is the journal entiy 
if we buy merchandise for cash ? Arts. 15, 96. On our note ? Arts. 129, 
96. On another man's note ? Arts. 128, 96. Of John Smith on account ? 
Arts. 45, 96. 

If we sell merchandise for cash ? Arts. 15, 96. On our own note ? 
Arts. 129, 96. On another man's note ? Arts. 126, 96. To redeem our 
own note ? Arts. 129, 96l To John Smith on account ? Arts. 45, 96. 

If we lose cash ? Arts. 15, 132. Another man's note ? Arts. 128, 182. 
Merchandise ? Arts. 96, 132. If we redeem our own note by cash ? Arts. 
15, 129. If we withdraw capital ? Arts. 15, 133. If we pay clerk hire ? 
Arts. 15, 131. If we advance capital ? Arts. 15, 188. 

*If we l>egin business with $5000? Arts. 15, 188. Bills reoeiyable 
$3000? Arts. 128, 182. Bills payable $400? Arte. 129, 188. Owix^ 
George Traoey $700? Arte. 45, 188. Owing G. Bich $500, and H. May 
owing us $2500 ? Arte. 45, 138 ? With cash on hand $4000, merchandise 
$2000, bills receivable, $1000, William Jay owing us $500, and we owe 
on our own note $2500 and James Bay on account, $1500 ? Arts. 15, 128, 
120/45, 96, 188. 
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EXAMPLE II. 

Not. 1, 18*'*'. Set apart for the business, cafih, $500. Arts, 
15, 133. 
Bought of Wm. Jackson, on %, 100 bbls. apples ® 
$2.50. Arts. 45, 96. 
Nov. 2. Bought, for cash, 200 bbls. apples ® $2.30. Arts. 12, 96. 

Paid expenses, cash, $15.00. Arts. 15, 131. 
Nov. 3. Sold 250 bbls. for @ $3.00, cash. Arts. 15, 96. 

Sold Geo. Williams, on %, 30 bbls. @ $3. Arts. 45, 96. 
Eec'd of Geo. Williams, on %, cash, $75. Arts. 15, 96. 
Inventory. — ^Unsold, 20 bbls. valued @ $2.50. 

Mt Oain, $165.00; Present Worthy $665.00. 

EXAMPLE III. 

Jan. 1, 18''''''. Began business with cash, $700, and • James 
Dresser's note for $500. Arts. 15, 128, 133, 

Jan. 4. Bought of Edward Blackdale for cafih, 150 tons coal ® 
$4.00. Arts. 15, 96. 

Jan. 5. James Dresser redeems his note, by cash, $500. Arts. 
15, 128. 

Jan. 6. Bought of Edward Blacksdale, for cash, 100 tons coal 
@ $4.00. Arts. 15, 96. 

Jan. 7. Gave my note of $200 for store rent. Arts. 129, 131. 

Jan. 8. Lost 15 tons coal valued ® $5.00. Arts. 96, 132. 

Jan. 9. Sold the entire stock of coal for $1500.00. Arts. 15, 96L 

Net Gain, $800.00; Present Worthy $1500.00. 

EXAMPLE IV. 

Dec. 10, 18**. Began with cash, $2500. Arts. 15, 133. 
Dec. 15. Bought cattle, for cash, $1900. Arts. 15, 96, 
Dec. 20. Paid charges on them, $325. Arts. 15, 131. 
Dec. 25. Lost cattle valued @ $250. Arts. 96, 132. 
Dec. 30. Sold the entire stock for $2100. Arts. 15, 96. 

Net Loss, $125.00 ; Present Worth, $2375.00. 
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EXAMPLE V. 

April 10, 18**. Began with cash, HOO, and our own note out- 
standing for $100. Arts. 15, 129, 133. 

April 11. Bought for cash 50 hats of John Henry ® $4.00. 
Arts. 15, 96. 

April 12. Sold to George Tremain on %, 40 hats @ $4.50. 
Arts. 45, 96. 

April 13. Bought of Henry Eichards, on my note @ 10 dfi., 
30 hats @ $4.00. Arts. 129, 96. 

April 14. Sold 30 hats for cash @ $4.50. Arts. 15, 96. 
April 15. Redeemed my note of $120, by cash. Arts. 15, 129. 
April 16. Rec^d of George Tremain on %, $75. Arts. 15, 45. 
April 18. Redeemed my note of $100 by cash. Arts. 15, 129. 
April 19. Sold to George Tremain on % 10 hats @ $5.00. 
Arts. 45, 96. 

Mt Gain, S45.00 ; Present Worthy $8^6.00, 

EXAMPLE VI. 

April 1, 18**. Began business with cash, $500, and Joseph 
Scott's note, $300. I owe Wm. Long, on %, $100. 
Arts. 15, 128, 45, 133. 

April 10. Bought merchandise of Charles Tappen, amounting 
to $500. In payment gave Joseph Scott's note of 
$300 and cash, $200. Arts. 15, 128, 96. 

April 12. Sold merchandise to Henry Powers amounting to 
$400. In payment, received cash, $250, and the 
balance is to remain on %. Arts. 15, 45, 96. 

April 20. Bought merchandise of Charles Tappen, amounting 
to $1000, and paid on % $400. Arts. 45, 96, 15. 
Lost on damaged goods, $150.00. Arts. 96, 132. 

April 25. Paid rent, $20 ; clerk hire, $15.00. Arts. 15, 131. 

April 30. Sold goods for cash, $800.00. Arts. 15, 96. 

Inventory, — Goods on hand valued @ $500.00. 

Net Gain, $165.00 ; Present Worth SSeS/iO. 
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193. It has now been shown that, in double entry, the 
eqnal debits and credits, of each transaction, are posted to two 
or more accounts. Art. 11. 

1. If personal accounts only are kept, each transaction will produce 
but a single entry. If cash and personal accounts are kept, cash receiyed 
or paid, on %, will produce a double entry. If cash, merchandise, and 
personal accounts are kept, many of the transactions must hare double 
entries ; but, unless every transaction has a double entry the system is 
not double entry book-keeping. Arts. 10, 11, 72, 109, 186, 190. 

2. We haye seen that a systematic set of single entry books enables 
the book-keeper to deduce the present worth from two distinct sources, 
quite as independent of each other as in double entry. The office of each 
individual account is the same in single as in double entry. A set of 
double entiy accounts involves as many individual accounts as are affected 
by the business. We have, therefore, in single entry, laid the founda- 
tion for the double entry system. Arts. 179, 181. 

n. GBiirEBAL Business Sets. 

194. Suggestions on the Method and Work. 

1. Make the day book, journal, ledger, trial-bltlance and 
balance-sheet as before, and consider the detection and pre- 
vention of errors the measure of progress. 

2. Balance the seyeral accounts from the balance-sheet; 
bringing forward the resources and liabilities for the continua- 
tion of business. Close the gain and loss accts. into profit 
and loss, and profit and loss into stock. Pages 13, 37^ 6& 
Art. 141, Ob. 3. 

3. Obserre that after balancing the sum of all the debits, 
below the parallels, must be equal to the sum of all the credits ; 
that balancing is collecting the results of the gains and losses 
into stock and re-opening the accounts with the resources and 
liabilities for the continuation of business ; and, finally that the 
balance of each account, as well as the unsold goods, per inyexi:- 
tory^ each have a double entry. Arts. 132, 133, 141, 190. 
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1. The items of tlie balanoe-slieet axe Bametimes jonmalized. In snch 
cases the accounts will be balanced from the journal. We can preserve 
the balance-sheet, as well as the journal, for future reference. The 
ledger will also contain the balances in both cases. It is better to limit 
the day book and journal to the regular transactions of a business A 
periodical trial balance in the daj book or journal, cannot, however, be 
very objectionable. 

2. If an account has equal debits and credits upon the trial balance, it 
need not appear in the balance-sheet. If there are but few items in an 
estate account, nothing is gained bj balancing. Some merchants leave 
the estate accounts open until their debits and credits become equal, or 
until the debit and credit columns become lengthy and tedious. Arts. 
48, 180. Every gain and loss account, however, should be formally 
balanced and closed. The value of unsold goods, per inventory, is not a 
balance. Art. 4 In the same account where the value of the unsold 
goods appears, the balance of the account is also seen. Art. 102. 

3. Instead of bringing the resources and liabilities below the double 
lines, for the continuation of business, merchants sometimes open an 
account called balance. This will show, concisely, the principal results 
of the business. It is very properly used when the business is to be 
closed, and it is identical with a trial balance taken at the opening or 
re-opening of business. A list of balances is always desirable both in 
single and in double entry, especially when bills are made out. 

4. Take the deMts of the journal, let one person call them off dis- 
tinctly and another check them in tibe ledger. In like manner call off the 
credits, being careful always to name the account titles correctly. Look 
for some transposition among the figures, observing that when an error 
arises from this source the discrepancy is divisible by 9. Notice that 
the learner who acquires the habit of detecting, without assistance, his 
own errors, is making the greatest progress. 

5. If errors are f oxmd they must not be erased. Any defacement raises 
the question as to what has been effaced. A line drawn through the figure 
or figures and the correction written above is preferable. An omission 
can be supplied at the most convenient place and reference given. 
Counter entries can be made ; as, "To error, March 17," or "By error in 
cash," Uc, The method of balancing and closing from the balance-sheet 
insures the detection, previous to balancing, of most of the errors usually 
made. Aits. 88, 178. 
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February J, 18**. 
Began bnsiness with cash, t3800 ; merchandise, t3200. I 
owe Bobert Brown 1600, and my note is oatetanding for tSOO. 
Arts. 15, 96, 45, 129, 133. 

liiruary IS, 18**. 

Bonght merchandiBe, per bill, tl500, and in payment gave 

my note for $1000, and the balance in cash. Art& 96, 129, 15. 

February S8, 18**. 
Sold to Robert Brown merchandise amonnting to 11700. In 
payment received caah, $400, my own note redeemed of t500. 
The balance remains on account Art& 15, 139, 45, 96. 
March 15, 18**. 
Paid for expenses caah, 1200. liost merchandise to the 
amount of $300. Bedeemed my own note of $1000 by cash. 
ArtB. 131, 15, 133, 96, 129, 15. 
Inventory. — Goods nnsold, $3800. 

Present Worth, $5500; Net Qain, $600. 
The leuner xaxj now be^in to nee the word (URdnMinhiBJoanud; 
observing that it can be used onl7 when there are two or more debit orcredit 
itetna in an entry. In order to show its application full^, we joumaliie 
the above exercise. Thos : — 

FAruary 1, 18**. Dr. Or. [Ctmtimied under the lait entrp.l 

Bandries-TaSaDdriaa. 

Ctuh 

Milae 

To R. Brava . . 
' Bills Fi<r. . . 



"Ta" i> npeat«d when cr 



Dt fall dtrecUy under tlM wotd n 
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EXAMPLE VIII. 

Continuation and Close of Business. 

Balance the accounts from the balance-sheet^ and take a 
trial balance of the amounts below the parallels. Art 194. 

Tbial Balai^ce. 

Dr. Or. 

Cash 1500 

Meichandise 8800 

Robert Blown 200 

Stock 5^ 

5500 5500 

March W, 18**. 

Sobert Brown pays me $200^ the balance due on %. Sold, 
for cash, merchandise to Henry Black, amounting to 1800. 
Arts. 15, 45, 96. 

March 31, 18**. 

Sold to Belden & Co., for cash, all my goods on hand, 
amounting to $3300. Arts. 15, 96. 

Deposited all my cash, 15800, in the First National Bank. 
Arts. 15, 38, 149. Balance the accts. 

Tbial Balakge. 

Dr. Or. 

Cash 5800 5800 

Merchandise 8800 4100 

Robert Blown 200 200 

Stock 5500 

First National Bank 5800 

15600 15600 

• 

Business is resumed by a continuation of the old books, or by a new 
set giving references to the balances upon the old. In cases of insolvency 
a business is finally settled by an assignee or by a receiver appointed by 
aoourt. 



166 SLEHEHTS OF BOO£-£££PIKO. 

EXAMPLE IX. 

September 1, 18**. 
Began business with cash^ $5000. Arts. 15^ 133. 

September 10, 18*f. 
Bought for cash^ merchandise per bill^ 12000. Arts. 15^ 96. 

September 20, 18**. 
Sold merchandise, amounting to $1000, to Henry Davis on 
his note at sixty days. Arts. 96, 128. 

September SO, 18**. 
Bought mdse., per bill, $1500, in payment gave my note at 
thirty days for $500 and the balance in cash. Arts. 96, 129, 15. 

October 10, 18**. 
Sold to Wm. Drake merchandise amounting to $2500. In 
payment I received cash, $1500, and the balance remains on 
account at sixty days. Arts. 45, 96, 15. 

October 23, 18**. 
Bought of M. Lawson merchandise, per bill, $1950. Paid him 
cash, $800, and the balance remains on %. Arts. 15, 96, 45. 

October 80^ 18**. 

Eedeemed, by cash, my note of $500 given September 30. 

Arts. 15, 129. 

November 8, 18**. 

Lost merchandise to the amount of $250. Arts. 132, 96. 

November 20, 18**. 
Eeceived of Henry Davis cash, $1000, in payment of his 
note dated September 20. Arts. 15, 128. 

December 10, 18**. 
Eeceived $1000 from William Drake, the balance due on 
merchandise sold him October 10. Arts. 15, 45. 
Inventory. — ^Unsold goods, $1000. 
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Tbial Balance. 

Br. Or. Uh9old, 

Gash 8500 4300 

Stock 6000 

Merchandise 5450 8750 1000 

Bills Receivahle . ... . . 1000 1000 

Profit and Loss 250 

Wm. Drake 1000 1000 

M. Lawson 1150 

Bills Payable 600 600 

16700 16700 

2fet Lass, $950 ; Present Worth, $Jfi50. 

nL Pabtkebship Sets. 

195. Suggestions on the Method and Work. 

1. Credit each partner with his share of the capital advanced^ 
and debit him with any amount which the firm assumes on his 
account. Art. 133. 

2. Close profit and loss into partnership accounts^ distribu- 
ting the shares according to Articles of Agreement. 

3. Pursue, in other respects, the method of the^ last set. 
Art. 194. 

1. One partner of a firm or company may advance idl the capital, and 
the other famish all the work. Each partner may receive interest on 
his part of the joint capital, and so on. The respective shares to be 
advanced by each, and the division of the net gain or loss, are matters of 
agreement which are, usually, set forth in writing, and signed by the 
partners before the business commences. 

2. Each partner's net gain is added to his part of the capital com- 
mencing, or his share of the net loss is subtracted from it, as shown 
ui>on a previous balance-sheet. Page 149. In a partner's account, his net 
gain will be a credit or his net loss a debit. 

8. The liabUities of a firm should, ordinarily, include its indebtedness 
to the several partners. The excess of resources will then show the net 
gain ; or the excess of liabilities* the net loss. This must, however, be 
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identical with the gain or loss, as shown \>j the gain and loss accounts 
and unsold property. Arts. 185, 140, 180, Obs. 2. 

4. The final entry in a partnership will be the withdrawal, by the 
partners, of their several shares of the assets. These entries are usually 
made upon the day book, journal and ledger. 

EXAMPLE X. 

Thursday, JarCy 1, 18**. 

George Wright invests $5000 ; William Jay, the results of 
his previous business as follows : — Csfih, $4050, merchandise, 
per inventory, 11000, and he owes M. Lawson $1150, in a part- 
nership to be known as George Wright & Co. The parties 
share equally in the net gain or loss, as shown by the Articles 
^f Agreement. Arts. 15, 45, 96. 

Jan'y 2, 18**. 

Bought of M. Lawson merchandise, per bill, $8000. In pay- 
ment we gave him cash, 14000, and the balance remains on % 
at 30 days. Arts 15, 45, 96. 

Jan'y 20, 18**. 

Sold Wm. Johnson goods amounting to $3000. Eeceived, 
in payment, cash $1500, and his note at 30 days for the balance. 
Paid M. Lawson in full of %, cash, $1150. Arts. 15, 96, 128, 129. 

Febr'y 2, 18**. 

Bought of Eoberts & Co. goods, per biU, $5000. Li pay- 
ment gave our note at 30 days for $2000, cash $1000, and the 
balance remains on % at 60 days. Arts. 15, 45, 96, 129. 

Paid M. Lawson, on %, $4000. Arts. 15, 45. 

Febfy 20, 18**. 

Sold goods to Wilson & Co., amounting to $9650. In pay- 
ment received cash, $4825, our own note given Roberts & Co. 
for $2000, and the balance remains on % at 30 days. Arts. 15, 
45, 96, 129. 

Rec'd from Wm. Johnson $1500, the amount of his note^ 
given Jan'y 20. Arts. 15, 128. 
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March 2, 18**. 
Paid sundry expenses of the partnership, $852.50. Arts. 
15, 131. 
Inventory. — Goods unsold, $279433. 

Tbial Balai^ce. 

Dr. Or. UruM. 

Gash 16875.00 11002.60 

George Wright .... 6000.00 

WiUiamJay 1150.00 6050.00 

Mdse. 14000.00 12660.00 279488 

M. Lawson 6150.00 5150.00 

BiUs Payable 200000 2000.00 

Bills Receivable .... 1500.00 1600.00 

Roberts & Co 2000.00 

Wilson & Co 2826.00 

Expenses 852.50 

44352.50 44852.50 

Net Oainy $591.83. 

EXAMPLE XI. 

Wednesday^ March 26^ 18**. 
WnL King invests $500, and Charles Bemson $3500, forming 
a partnership known as King <& Remson. They share the net 
gain or loss equally, as per Articles of Agreement. Arts. 15, 45. 

March SO, 18**. 

Bought of Eobert Grant merchandise, per bill, $6000. In 

payment gave him my own note for $1000 @ 30 days, cash 

$2000, and the balance remains on % at thirty days. Arts. 15, 

45, 96, 129. 

April 15 y 18**. 

Sold to James Williams merchandise to the amount of $1200. 

In payment received his note for $500 at thirty days, and cash 

for the balance. Arts. 15, 96, 128. 

April SO, 18**. 
Paid expenses, cash $150. Sold to Bobert Grant merchan- 
dise to the amount of $800. In payment received our own 
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note for $1000, dated March 30, and we paid, in cash, the 

balance, $200. Arts. 15, 96, 129, 131. 

May I6y 18**. 

Beceived cash. $500, from James Williams, the amonnt of 

his note dated April 15, 18**. Arts. 16, 128. 

May 27, 18**. 

Sold Lewis Page merchandise to the amonnt of $1000. In 

payment received cash $250, his note at $60 days for $500, 

and the balance on % at thirty days. Arts. 15. 45, 96, 128. 

June 10, 18**. 

Bought of Bobert Grant merchandise, per bill, $4500. In 

payment gave our note for $500 (^ 60 days, cash, $3500, and 

the balance remains on % at sixty days. Arts. 15, 45, 96, 129. 

June 20, 18**. 

Sold James Williams merchandise amounting to $5000. In 

payment received cash $3000, his note at sixty days for $1000, 

and the balance to remain on % at sixty days. Arts. 15, 45, 

96, 128. 

June 30, 18**. 

Inventory. — ^Unsold goods, $2500. 

Bequired to balance the accounts for the continuation of 

business under the same ledger titles. 

Tbial Balance. 

Dr. Or. UmM. 

Gash 8450 5850 

Wm. King 500 

Chaxles Remson 8500 

Mdse 9500 8000 2600 

BUls Payable 1000 1500 

Robert Grant 2500 

BiUs Receivable 2000 600 

Expense 150 

Lewis Page 250 

J. WUliams 1000 

22350 22860 

Net Gain, S850.00 ; Present Worth, S48S0.00. 
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KXAMPJLE XII. 

Continuation and Final Closing of Business* 

July SI, 18**. 
Take a trial balance from amonnts below the double lines on 
resuming business. Art 194. 

August 10, 18**. 
Bedeemed my note of $500, given Eobert Grant June 10, by 
cash. Bec'd from Lewis Page, cash 1750, the amount of his 
note for |500, given May 27, and the balance due on %• Sold 
mdse. for cash, $1000. Arts. 15, 45, 96, 128, 129. 

August 20, 18**. 
Bec'd cash from James Williams $1000, the amount of his 
note given June 20, and $1000 due on %, Paid Bobert Grant 
cash in full, $2500. Sold, for cash, mdse. $1200. Arts. 15, 45, 96. 

September 1, 18**. 
Sold out our entire stock of merchandise for $200. Arts 
16, 96. Paid incidental expenses, $175. Arts. 15, 131. 

Each partner withdraws his assets from the firm, and the 
partnership is closed. Arts. 15, 45. 
Close the accounts. What does each partner withdraw ? 
Wm. King, $787 MO ; Charles Remson, S3787.50. 

196, It must now clearly appear why we balance the several 
accounts from the balance-sheet Art. 127. 

It iB obviously unsafe to balance the aooounts until the posting has 
been finally verified by the balance-sheet. This sheet, containing the 
balances, totals, and unsold goods in each account, sup|)lies all the figures 
required in balandng. Art. 140. 

197* The merchant carries on business in order to increase 
his capital. This increase or decrease will be shown in the gain 
and loss accounts and unsold property. Arts. 134« 135. 
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1. There will, often, be losaes apon balances due from persons, ooca- 
Bionally a note will be foand worthless, and sometimes cash will be lost 
directly. In sach cases the resooices will be diminished b/ the amounts 
shown upon the credit side of these accounts and upon the debit side of 
profit and loss. Art. 132. 

8. In a corresponding manner our gain upon merchandise will increase 
our cash, bills receivable and balances against persons. In such cases the 
resources will be increased and the result will also be shown upon the 
Or. side of profit and loss. Arts. 182, 141. 

8. The estate accounts, together with the merchandise accounts, are 
often called real accounts ; and the gain and loss accounts — ^merchandise 
excepted— are often called imaginary accounts. The words real, non- 
speculative, etc., are sometimes applied to estate accounts, and the words 
representative, speculative, etc, to gain and loss accounts. The personal 
accounts are sometimes taken as a distinct division. The office of an % 
is more important than its place in any classification which can be made. 
Arts. 184, 185. 

IV. Books of Original Entry. 

198. Suggestions on the Method and Worlc. 

1. Enter in a special column^ in the cash book, the cash 
received for mercliandise sold ; and in another special column 
the cash paid for merchandise bought; using double debit 
and double credit columns upon opposite pages. Art. 167. 

2. Enter in a special column, in the invoice book, the mer- 
chandise bought for cash ; and in a special column in the sales 
book the merchandise sold for cash. 

3. Make the total of cash received a cash debit, and the 
individual items — ^merchandise being one— credits of the several 
accounts affected. In like manner the total of cash credits 
will equal the items of the accounts debited. 

4. Make the total of merchandise bought, except for cash, 
a merchandise debit, crediting the several accounts ; and the 
total of merchandise sold, except for cash, a merchandise credit, 
debiting the several accounts. 
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1. The special columns in the several books will, with a little care, 
enable the book-keeper to post the totals without including in the sum 
any items previously posted. It would obviously be wrong to post the 
cash purchases both from the cash and invoice books. 

2. A third column of debits for the entry of cash on hand beginning, 
and the total of the columns of merchandise and sundries, is some- 
times used. 

3k In a commission business, a colunm headed " Sales/' and another 
"Expenses" are, sometimes, introduced into the cash book. Other 
columns can be introduced whenever the nature and extent of a business 
require thenL 

ILLUSTRATIVE EXAMPLES. 

Cash. Dr, 



18»* 
July 



(( 



1 
2 



To Amt. on hand . . 
" Mdse. per S. B. • 



Mdbe. 



250 



Sundries. 



500 



In a similar manner we illustrate the cash credits of the page opposite. 

Thus— 

Cash. Or. 



18** 
July 



C( 



2 
2 



By Mdse 

" Brown and Co. on % . 



Mdse. 



825 



SUNDBIBS. 



730 



4. In a similar manner the first column of both the invoice and sales 
books wiU be marked Ca^ and the second sundries. Making the proper 
original entries in these books, and the analysis from them comprise all 
that is new in this set. 

EXAMPLE XIII. 

A Wholesale Grocery Store. 

Boston, Tuesday, Nov. 7, 18**. 

5. H. Baynor invests $2500, T. 0. Barton $2500, and George 
Lantry merchandise, 30 hhd. sugar @ I83.33J per inventory 
book $2500, in a general co-partnership known as '^S. H. 
Baynor & Co." Art. 168. 
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Tuesday^ Nov. 15, 18*\ 

Bought of Williams & Go.^ for cash, 10 hhd. sugar, each 
1232 lbs., @ 7f net Tare 98 lbs. per hhd. Ami $793.80. 
Arts. 171, 167. 

Bought of Johnson & Go., on our note at sixty days, 15 
chests Oolong tea» each 115 lbs., (^ 34/ net Tare 18 lbs. pw 
chest Amt of note, $494.70. Arts. 171, 173. 

Paid freight and cartage, $3.98. Art 167. 

Wednesday, Nov. SO, 18**. 
Sold James Bixby, on his note at thirty days, 2 hhd. sugar, 
each 1232 lbs., @ 8^^ net ; tare 98 lbs. per hhd. ; and on %, 
three chests of tea, 115 lbs each, & 48^ net Tare 18 lbs. per 
chest Arts. 172, 173. 

Thursday, Dec. 22, 18**. 

Bought of Adams & Co., 175 hhd. sugar (^ $73.50 ($12862.50), 
and in payment gave our note at three months for $7000, cash 
$3000, and the balance, $2862.50, remains on % at thirty 
days. Arts. 167, 171, 173. 

Paid sundry expenses, $294. Art. 167. 

Tuesday, Jan. 10, 18**. 
Sold 170 hhd. sugar <^ $83 to Davis ft Co., $14110. In 
payment received cash $4800, their note at three months for 
$6000, and the balance, $3310 to remain on % for thirty days. 
Arts. 172, 167, 173. 

Monday, Jan. 15, 18**. 

Sold, on 9^, to J. F. Morton, 8 chests of tea, each 115 lbs., 
® 50;^ net, $388. Tare 18 lbs. per chest Art. 172. 

Bedeemed by cash our note given Johnson & Go. for $494.70. 
Arts. 167,173. Make all the entries. 

Close the gain and loss accounts only, but post to the credit 
of each partner his share of the net gain. 
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Inventory. — 4 chests tea rained at $19400 ; 43 hhd. sugar 
yalued at $4085.00. 

Tbial Balakcb. 

Dr, Or. Unsold, 

Merchandise 16651.00 14830.46 4270.00 

George Lantiy ^00.00 

BiUs Payable 494.70 7404.70 

Adams & Co. 2862.50 

Bills Becelvable 6192.78 

James Bixby 189.68 

Davis & Co 8810.00 

J. F. Morton 888.00 

Cash 9800.00 4586.48 

S. H. Raynor 2500.00 

T.C.Barton 2500.00 

Expense 297.98 

87274.14 8727414 

Net Gain, $2160 Ji8. 

V. The Joubnal-Dat Book Sets. 

199. Suggestions on the Method and Work. 

1. Make the journal entry in the usual form^ and append 
such memoranda as will serve fully to identify the transactions. 

3. Post the journal entries as before, omitting the memo- 
randa. Discount and interest are posted as interest Art. 130. 

1. A yery ordinary derk might keep a day book, or a blatter as it is 
sometimes called, but a good book-keeper will be required to make the 
original entries in a journal form. Arts. 186 ; 174, Obs. 4. 

2. The following wiU sufficiently illustrate this combination of day 
book and journal. 



Cash 

To James Appleton . . 
" Wm. Thompson . . 
" Geo. Curtis . . . 
For amount inyested by each. 



80000 



15000 

lOOOO 

5000 
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BXAMPLE XIV. 

Transactions in Bills Receivable and Bills Payable. 

Wednesday, May i, 18**. 

James Appleton invests 115000, Wm. Thompson, $10000, 
ftnd Qeorge Curtis $5000 ip a partnership under the firm name 
of Appleton, Thompson & Curtis. Arts. 15, 45. 

[The articles of agreement provide that each shall receive 
interest at 7% upon his capital invested, and that the gains and 
losses shall be divided equally.] 

Deposited in the Citizens National Bank, $30000. Arts. 15, 45. 

Thursday, May 30, 18**. 

Bought Brown & Co.'s note of $5000, discount off, 60 days ^ 
t%, $58.34. Paid the balance, $4941.66, by check on Citizens 
National Bank. Arts. 15, 45, 128, 130. 

Wednesday, June 29, 18**. 
Discounted Wm. Jay's note of $2500. Discount off 60 days 
® 10^, $41.67. Paid the $2458.33 by check on Citizens 
National Bank. Arts. 15, 45, 128, 130, 145, 149. 

Saturday, July SO, 18**. 

Discounted Warren & Co.'s acceptance, of Johnson's draft 
on them, for $9800. Discount off 30 days @ 10^, $83.34. 
Paid $9716.66 by check on Citizens National Bank. Eeceived 
cash, the amount of Brown & Co.'s note, $5000. Deposited the 
same in the Citizen's National Bank. Arts. 15, 44, 114, 128, 130. 

Tuesday, August SO, 18**. 

Discounted Brown & Co.'s note, $6500, due this day with 
interest ®> 7% for six months, by check on Citizens National 
Bank for $6727.50. Arts. 15, 45, 128, 130. 

Beceived from Brown & Co., cash $227.50, interest upon 
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their note, and received their new note of $6500 for six months 
® 7^, in exchange for the old note. Arts. 16, 128, 130. 

Received cash $2500, the amount of Wm. Jay^s note due 
this day. Deposited the same in Citizens National Bank« 
Arts. 15, 45, 128. 

Beceived cash $9800, the amount of Warren & Go.'s accept* 
ance. Deposited the same in the Citizens National Bank. 
Arts. 15, 45, 114, 128. 

Wednesday^ August Sly 18*\ 

The Citizens National Bank takes on deposit Brown & Co.'s 
note at its full value. The partners have agreed to close the 
partnership. What shall each partner draw from the house ? 
Arts. 45, 127, 128. 

James Appleton, $15177.79. 

Wm. Thoinpson, $10061.11. 

Oeorge Curtis^ $4944-45. 

The jonmal-day book is sometimes used for all sach original entries 
as do not properly belong to the cash, invoice, and sales books. In this 
case the original entries, in the journal-day book, the cash, invoice and 
sales books are posted directly without intermediate or journal entries 
The books of original entry are usually journalized. 

200. A journal, in one form or another, is pretty generally 
used, although many unsuccessful attempts have been made to 
dispense with it. Art. 186. 

1. A Sales Journal which apportions one or more pages to each regu* 
lar customer is sometimes kept. The totals are posted or carried from 
page to page. The successive journal entries of credit transactions, with 
the same person, have most of the advantages of a ledger. 

2. Journals of sdz columns are sometimes used to abridge the ledger* 
Corresponding columns upon opposite sides are used for merchandise 
only, for ca£h only, and others for sundries. The totals are either posted 
or carried forward from page to page. Take Example V II for illustration* 
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JOUBKAL, 



HlMS. 


Cash. 


SUHIk. 






8800 








asoo 




















1100 




IBOO 


• 


400 




600 

800 

800 
800 






— 


8iX)U 


— 


1000 




«Q0 


8900 










saoo 












4T0O 






11800 



Ntw York, Fa. i, 18**, 



• • • • 



CsBh 

Mdse. To Stock . . . 

M 



Stock • t 

To fiobt. BrowB . 
^ BillsF&yable . 

U 



Mdae. To Bills Beceiv. 

" Cash. . . . 
tS — •- 



Gssb . , . . . 

Bills Payabte . . 

Robert Brown • . 

To Mdse. 

March 15. 



t • • 



Expenses. To Cash . 

Profit and Loss. ** Mdse. 
Bills Payable. ** Gash . 



Suvix 


Cash. 


6000 








000 








600 








1000 




600 








800 






— 


1030 
1700 




8100 


ITOO 








sono 








1I80O 



MSSE. 



1700 



aoo 



8000 



8. The total of tbe debit eolamns mast equal the total of lihe credit 
columns, before we either post or carry forward the individual totals. 
A column is usually given on each side in which to enter the day book 
iolioe or pages. 



VI. The Joubn^al-Ledqeb Sets, 

201. Suggestions on the Method and Work. 

1. Open, on each side of the journal, corresponding columns 
for merchandise, cash, sundries^ etc.; and make the entries 
accordingly. Art. 186. 

2. Eeview the journal entries, and test the eqnality of debits 
and credits. Arts. 186. 
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8. Post the items from the columns headed Sundries to their 
respective accounts ; and the totals, from the other columns, 
to their respective accounts. Art. 187. 

1. This is a labor -mmng method, and well adapted to a retail business. 
There is usually an even number of columns ; as, four, six, eight, &c. 
If we append to certain entries such memoranda as will serve fully to 
identify the transactions which produced them, no previous entry will 
be required. Art. 199. 

2. In a business where the purchases are in large quantities, and 
seldom made, the debit items of merchandise can be entered in the 
colunm headed sundries, and the reverse. Columns headed " Expense,'' 
" Personal Acc'ts/' &c., are sometimes opened. The personal acc'ts can 
be posted as often as may be required. 

8. The merchandise columns present, in detail, the merchandise acc't, 
and the cash columns, the cash acc't The mttUiple columns are used 
to abridge the ledger. We can post the totals of the columns of cash 
and merchandise, at the foot of each page, or at the dose of one or more 
months, as the business requires. 

VII. DRILL TABLES AND EXERCISES. 

303. REVIE^A^ING THE ELEMENTS. 

Ex. 15. If the inventor of double entry book-keeping as- 
sumed^ as the initial step in the system^ that cash received 
ghonld be entered on the Dr. side of the cash %, show that 
Bach assumption determined and established the office of each 
and every other %. 

Ex. 16. Show how a set of books will be injuriously affected 
if we credit C. B. White instead of P. B. Wight, merchandise 
instead of cash, cash instead of John Davis, &c. 

Ex. 17. Deduce a double entry set of books by the journal- 
day book method, from Section III, Ex. 6 ; 7 ; 8 ; 9 ; 10 ; 11 
fmd 12. Art 199. 

Ex. 18. Deduce a double entry journal-day book from Sec- 
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tion IV, Ex.12; 13; 14; 15; 16; 17; 18; 19; 20; 21 and 
22. Arts. 15, 45, 199, &c. 

Ex. 19. Deduce a double entry journal-ledger from Sec- 
tion V, Ex. 8 ; 9 ; 10 and 11. Post and take a trial balance 
for each. Arts. 200 and 201. 

Ex. 20. I employed Charles Biker, as my agent, to sell goods 
for one month. I put into his hands, at commencing, cash 
$58, and goods valued at $59.50. During the month he bought 
goods amounting to 1281.55 and sold goods amounting to 
1293.85. At the close of the month he returned to me his 
goods unsold, valued at 181. He was to have 169 for his 
services. How much does the agent owe me, and what more 
do I lose ? Arts. 15, 45, 96, 152. 

Ans. The agent owes me $1.30 ; and I lose on the adventure 
135.20. 

203* VIII. QUESTIONS FOR EXAMINATION. 

1. Define and state observations made upon the journal, trial balance 
balance-sheet, balancing, &a Take all the questions and exercises upon 
page 159. 

2. What is said of the sum of aU the debits in a journal entry ? Upon 
the entire journal? Upon the ledger? Upon trial balance? Upon 
balancing? Below the doable lines ? 

8. What is said of closing the estate acc'ts? Gain and loss acc'ts? 
Of journalizing the balance-sheet ? Of balance acc'ts ? Of the detection 
of errors ? Of the correction of errors ? Of references appended to 
transactions ? 

4. State the suggestions and observations upon the introductory sets, 
general business sets, partnership sets, books of original entry sets, jour- 
nal-day book sets, journal-ledger sets. 

204. IX. TOPIC EXERCISES. 

1. Introductory sets. 4. Books of original entry sets. 

2. General business sets. 5. Journal-day book sets. 
8. Partnership sets. 0. Journal-ledger seta. 



PROFESSOR OLNEY'S 

irnw 

MATHEMATICAL SERIES 



The success of Profl Olne/s series has been most wonderful. 

With all their admitted excellencies, both the Author and Publishers 
have felt that it was possible to retain their many attractive features 
and yet adapt the books more perfectly to the special school-room 
wants. 

To accomplish this most desirable end. Professor Olney has been 
accumulating very valuable suggestions. He has also, for several 
years, had associated with him in the preparation of this new series, 
some of the best practical teachers in the country. 

The design is to present to the educational public the best and 
most teachable series of Mathematics ever published. The work is 
now so £eir advanced that the Publishers are able to make the above 
pleasing announcement, which they feel will be of g^reat interest 
to all who are engaged in teaching. 



THE NEW SERIES EMBRACES: 

I. 
Olney's First Lessons in Arithmetic* Just Pttblished. 

II. 
Olney* s Practical Arithtnetic, 

This book has been published but a short time, but it has already 
had the most toonderftU success. 
They are models of beauty and cheapness. 



For schools of a high grade, Professor Olney has prepared — 

in. 
The Science of Arithinetic. 

IV. 

The First Principles of Algebra. 

As IlJTRODUCTION TO THE AUTHOR'S COMPLETE AND UnI- 

TEBSITY AlGEBBAS. 

V. 

Olnei/'s Complete Algebra, New Edition, in large type. 
This book is now entirely re-elect retyped in larger and more 
attractive type. The explanatory matter is greatly lessened. The 
attractive features of this book, which have made it the most 
popular Algdyra ever published in this country, are all retained. 



J^UST TJIB SOOJSr THAT IS J\rBBl>Bl> ! 

THE ELEMENTS OF BOOR-KEEPING, 



nuuLiGora 



SINGLE AI^D DOUBLE ENTET, 

WITH A GREAT VARIETY OF EXAMPLES FOR PRACTICE. 

TV^ITH KEY AND BLANKS. 

By JOSEPH H. PALMER, A. M., 

AvXhor qf a TreatUe an DoubU-ErUry Book-keeping, and for to peart First Tutor qf 
MaUumaUee in the College qf the City qfjfew York. 



A really good elementary and higher work on Book-keeping ; one 
which begins with single accounts, and, step by step, finally embraces 
single and doable entry, and sapplies material from the every-day busi- 
ness affidrs of life for interesting and useful ''practice in Book- 
keeping," has long been needed. 

Most works on this subject have been prepared by persons of limited 
experience, both as teachers and as business men ; and are therefore 
wanting in matter and adaptation. Such books are full of wearisome 
forms and unclassified matter without references. This work contains 
brief sets, apt illustrations, and concisely stated principles, numbered 
consecutively for convenient references, and followed by a variety of 
examples for " practice in Book-keeping." 

This work has been in the public schools of New York, Brooklyn, 
and other cities but a few months, and already the teachers unite in 
saying that the learners — ^girls as well as boys — see the uses and abuses 
of money, catch the business spirit of the exercises, develop a fitness 
for business affiilrs, become interested in and enthusiastic over our 
"practice in Book-keeping." The faculties of the dullest learners 
become aroused, thoroughly stirred up, and the pupils incited to better 
habits. 



irSW AND VALUBLE TEXT-BOOKS, 



AVERY'S 

ELEMENTS OF NATURAL PHILOSOPHY 



It is the most elegantly illustrated text-hook an Natural PhUosophy 
that has been published for Schools, 

1st. It is well known that thoroughly good text-books on the 
Natural Sciences are the most difficult to obtain. This book 
was prepared by Prof. Avery two or three years since, and has 
been used in his own and other classes in the High Schools of 
Cleveland. His work has thus had the practical test of the class- 
room, and from the hints thus obtained he has carefully re-written 
the work. 

2d. Its great accuracy and usability in the class-room. Many 
text-books on this subject are full of matter useless to the learner. 

8d. The experiments are admirably adapted to this purpose, 
showing (as does every page of the book) the hand of the live and 
practical teacher. These experiments are fully illustrated, espe- 
cial attention being given to simple and home-made appa- 
ratus. 

4th. The chapter on Electricity has met with the warmest 
expressions of approval from prominent teachers. 

5th. The large number of problems, exercises, and review 
questions will be found veiy valuable in the actual work of the 
class-room. 

^ Teacher's Sand'Sookf containing Solutions of Problems, 
Practical Suggestions for teaching Natural Philosophy, etc., has 
been prepared by Prof. Avery to accompany his Natural Philoso- 
phy. It is of great value to all who teach this science. 

We have now in press 

"AVERY'S CHEMISTRY," 

which is being prepared with such care that it will be a text-book 
in all respects fitted to accompany his " Natural Philosophy." 
Avery's Natural Philosophy has been adopted in over two hundred 
cities and large institutions. 



HEW AND VALUALE TEXT-BOOKS. 



HILL'S 

ELEMENTS OF RHETORIC AND COMPOSITION. 



Teachers of Rhetoric in oar schools and academies will, we think, 
be gratified to learn that their demand for a fresh and prac- 
tical work on Rhetoric has been met by Professor Hill. His 
** Science of Rhetoric/' designed only for adyanoed classes in col- 
leges, is reg^arded as the most comprehensive and philosophical 
text-book on the subject. The Elements has been prepared with 
special reference to the wants of less advanced students. 

1st. It is Complete. Beginning with the selection of a theme, 
this book conducts the learner through eoery process of composition, 
including the accumulation of material, its arrangement, the choice 
of words, the construction of sentences, the variafcion of expression, 
the use of figures, the formation of paragraphs, the preparation of 
manuscript, and the criticism of the completed composition. 
Special forms of composition, such as Letters, Orations, and 
Poems, are specifically discussed. 

2d. It is Clear and Simple in Style. As the book is designed 
for learners, no pains have been spared to make ever^ fact and 
principle perfectly inteUig&ds. Every statement is illustrated by a 
brief and appropriate example. 

3d. It is Philosophical in Method. The Author's familiarity 
with the whole subject, acquired as a teacher, and evinced in his 
" Science of Rhetoric," has enabled him to write in a truly philo- 
sophical spirit, without rendering his book abstruse. 

4th. The Topical Arrangement adapts the book to the most 
approved methods of recitation. 

5th. It contains Numerous and Original Exercises. Every 
principle of invention, style, and punctuation is practically applied 
in a series of carefully prepared exercises. 

6th. Correct and Effective Composition is the chief aim of the 
book. The mere learning of rules and definitions will never make 
good writers. 

Prof. W. T. Gbieb says in the National Baptist, in speaking: of 
Prof. Hill, the newly-elected President of Lewisburg University, 
and his book ** The Elements of Rhetoric and Composition": 

" Within two montJis from the date of its piiblieation in New York 
it mas reprinted in London . TJiirik of a London firm coming to our 
own lowd Lemimrg to find the man to make the proper Tcast-book 
for the Bnglish people/" 



GOLTON'S NEW SEIIES OF GEOGRAPHIES. 

27ie Simpktt, most Practical, and Cheapest Series yet publishecL 

The whole subject for Common School Use embraced in Two 
Books. Jt^UA three full sets of Maps, entirely sepa* 
rate, 1st. The Study Maps, containing all that the scholar should 
. learn. 2d, The BaUroad Maps, full and complete, showing all the 
great routes of travel. Qd. The Beferenee MapSy as full and accu' 
rate as in any $20 reference atlas, and marvels of beauty. 

€Mton^8 New Introductory Geography. (103 pages.) 

In Two Parts. Part First, containing Preliminary I)eyelo 
opment Lessons, is designed to impart to the pupil the simple, 
elementary ideas necessary to a dear comprehension of the more 
formal and condse statements of the text. Part Second contains 
Recitation Lessons, elegantly illustrated with 18 entirely new 
Maps, drawn expressly for this book. This book contains the best 
and (dearest Maps which have ever been issued in an introductory 
Geography, and is in every respect an admirable book for the 
beginner. 

The language used is dear and simple, and can easily be under- 
stood by any child old enough to b^gin the study of Geography. 

CoUon^a Common Scliool Geography. (134 pages.) 

Elegantly illustrated by numerous Engravings and 38 Maps, drawn 
expressly for this book. The general prindples of Physical Geog- 
raphy are embraced in this book. It contains two large BaUroad 
Maps constructed on an entirely original plan, which renders all 
the great routes of travel perfectly distinct. Also, fifteen full and 
complete Chmmerdal and Btference Maps of the United States in 
sections. 

CoUon^s New Series of Oeographies^ embradng two large 
BaUroad and fifteen, complete Beference Maps, is by far the best 
Series of Geographies ever offered to the American public. They are 
perfectly adapted to the wamts of the schocl-room. They present 
in the most attractive and intelligible form what every intelligent 
child should learn. 

Ths Maps bare been conetnicted with the single idea of xneetlsg the exact 
requirements of the claBeroom, and removing all unntcensary d^fficuity in their 
me by the echolar. 

The Beries is rendered very attractive by the two larffe doubk-poffed SaUroad 
McgUy constmcted on an entirely original plan, on which off th6 great routes qT 
trawi are rendered perfectly distinct by heavy black lines, and the name of each 
railroad distinctly engraved on the map. These BaUroad Mope are valuable, 
both for purposes of stndy and reference. 

The series of Beference Maps is ftzlly worth the entire price of the book, and 
obviates the neoaaaity of any other mapa of our olm oouator fn: ftmilj u4 



HISTORIES OF THE UNITED STATES. 



Ii088inff*8 Primary History of the United States^ 

238 pag«8 ] 

For the joongest flcholan, and Ulostimted with munexoafl 
engniTiiigB. By Bensoh J. LossiNO, LUD. 

• 

Lossing's Outline History of the United States. 
400 pages 

In etegance of appearance and copious illustrations, 

both \sj pictares and maps, the Octlike Histobt surpasses any book 
of the kind yet published. 

1 The work is marked by uncommon clearness of state^ 
ment^ and the most important facts in our history are presented in few 
words and small space, and in the attractive form of an easy-flowing 
narrative. 

2. The narrative is divided into Six Distinct f^eriods, namely: 
DiKov&riety SetUemmts, (hlonies. The BevdutUm, The NatUm^ and The 
Civil War and its Cdneeqttenees. 

8. The work is arranged in Short Sentences, so that the 
substance of each may be easily comprehended. 

4 The Most Important Mvents are indicated in the text b> 
heavy^faced letter. All proper names are priiUed in itaUe letter, 

5. F'ull Questions are framed for every verse. 

6. A. Pronouncing Vocabulary is furnished in foot-note* 
wherever required. 

7. A. Srief Synopsis of topics is given at the dose of etuh 
section. 

8. An Outline History of importmU events is given at the 
close of every chapter. 

9. The work is iPro/usely Illustrated by maps, charts and 
plans explanatory of the text, and by carefuUy-drawn pictures of 
objects and events. 

10. The Colonial Seals are believed to be the <ndy strictly accfip 
rate ones published, and have been engraved especially for this book. 

11. A few pages devoted to ^Biographical JVbtes, I^acts to 
be specially remembered^ and a Topical Review oonstitutf 
a TaluaUe f eatoie of the work. 



ENGLI SH LITERA TURE. 

^HAWS NEW HISTORY OF ENGLISH AND AMERICAN LIT- 
ER ATU RE 

404 Pages. 

Prepared on the basis of Shaw's '^ Manual of English Literature," by Trumax 
J. Backus, of Vassar College, in targe, clear type, and especially arranged 
for teaching this subject in Academies and High Schools, with copious references 
lo *^ The Choice Specimens of English and American Literature/' It contains a 
map of Britain at the close of the sixth century, showing the distribution of its 
Celtic and Teutonic population ; also diagrams intended to aid the student in 
remembering important classifications of authors. 

CHQIGE SPECIMENS OF AMERICAN LITERATURE AND 

LITERARY READER. 

518 Pages. 

Selected from the works of American authors throughout vhe country, and 

designed as a tezt-boolc, as well as Literary Reader in advanced schools. By 

Bbnj. N. Maktin, D. D., L. H. D. 

♦•♦ >♦ 

DR. FRANCIS WAYLAND'S 

V-A. !-• U -A. B 11. E SEE,IES, 
INTELLECTUAL PHILOSOPHY {Elements of). 

426 Pages. 
By Francis Wayland, late President of Brown University. 
This work is a standard text-book in Colleges and High Schools. 

THE ELEMENTS OF MORAL SCIENCE 

By Franos Wayland, D. Lr., President of Brown University, and Professor of 

Moral Philosophy. 

Fiftieth Thousand. 12mo, cloth, 

*«* This work has been highly commended by Reviewers, Teachers, and 
others, and has been adopted as a class-book in most of the collegiate, theologi* 
cal, and academical institutions of the country. 

ELEMENTS OF POLITICAL ECONOMY. 

By Francis Wayland, D. D., President of Brown University. 

T-wenty-sixth Thousand. 12mo, cloth, 

i ♦♦♦ This important work of Dr. Wayland*s is fast taking the place of every 
father text-book on the subject of Political Economy in cur colleges and highet 
kchools in all parts of the country. 

' We publish Abridged Editions of both the Moral Science and jPoliHcd 
Meomn^yf for the use of Schools and Academies. 

SHELDON & COMPANY, 

NEW YO«IC 



mUABLE COLLEGE TEH-BOOKS. 



■•OCOo- 



KENDRICK^S XENOPHON'S ANABASIS. 



633 

Comprisiiig the whole work, with Kiepert's Revised Mtp of the Route of tha 
Ten Tkfiusand^ Introdnctioa, fall though brief Notes, end complete Vocabolaiy^ 
!)j A. C. Kbnbeick, D. D., LL. D., Rochester Uniyersity. 

BULLIONS'S 

LATIN-ENGLISH AND ENGLISH-LATIN DICTIONARY. 

(i,a58 pages.) This book has peculiar advantages hi the distinetaess of th« 
maiics of the quantities of Syllables, the Etymology and Composition of Words, 
Classification of Syllables, Synonyms, and Proper Names, and a judidons 
Abridgment of Quotations. For cheapness and utility it is unequalled. 

LONG'S ATLAS OF CLASSICAL GEOGRAPHY. 

This Atlas, by Gborgb Long, M. A., late Fellow of Trinity College, Cam* 
bridge, contains fifty-two Maps and Plans, finely engraved and neatly colored; 
with a Sketch of Classical Geography, and a full Index of Places. The mapa^ 
showing the ideas which the ancients had of the worid at various intervals from 
Homer to Ptolemy, and the typographical plans of ancient places, battles, 
marches, will be of interest and advantage ; and the Atlas will be of great help 
to r'f— *^' students, and in libraries of reference. 

BAIRD'S CLASSICAL MANUAL. 

(900 pages.) This is a student's hand-book, presenting, in a concise fi>rm, aa 
epitome of Ancient Geography, the Mythology, Antiquities, and Chronology of 
the Greeks and Romans. 

IjOOKER'S NEW PHYSIOLOGY. 

376 Pages. 

Revised, corrected, and put into the most perfect form for text-book use, by J. 
A. Sbwall, M. D„ of the Illinois SUte Normal University. 

This ^ew l^hytioioffy has been ^e9v{y JEleeiroiyped in Urge-sized type, 
vsing the hlaek-faeed type to bring out prominently the leading ideas. It 
contains a full series of Queetione at the end of the book, and a complete 
\Gio4saty and Index, 

j IjOPKINS'S LECTURES ON pRAL SCIENCE. 

Delivered before the Lowell Institute, Boston, by Mark Hofkims, D. D.,PKi» 
^Atnt of Williams College. 

Boyal 12mo, doth. 



TEXT-BOOK S ON GO VERNMENT. 

ALDEJrS CITIZEN'S MANUAL. 

185 Pages. 
A Texi'B^k dn Civil Government^ in connection with American Institutions, 
By Joseph Aldbn, D. D., LL. D., President of the State Normal School, Ak 
iMUiy, N. Y. 

This book was prepared for the purpose of presenting? the subjects of which Ifc 
treats in a manner adapted to their study in Common Schools. It has beeft 
•extensively adopted, ana is widely used, with mo^ gratifying results. It is intro^ 
Iductory to this author's larger boolc 

TJT.M SCIUJVCI! OF GOmStJ^MUJVTy 

In connection with American Institutions. S95 pages. 

By Dr. Aldbn. Intended as a text-book on the Constitution of the United 
States for High Schools and Colleges. This book contains in a compact form 
the &cts and principles which every American citizen ought to know. It may be 
made the basis of a orief or of an extended course of Instruction, as circumstances 
may require. 
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PATTERSON'S COMMON SCHOOL SPELLER. 

160 Faeres. 
By Calvin Pattbrson, Principal Grammar School No. 13, Brookljrn, N. Y. 
Tills book is divided into seven parts, and thoroughly graded. 

PATTERSON'S SPELLER AND ANALYZER, 

176 Pages. 

Designed for the use of higher classes in schools and academies. 

This Speller contains a carefully selected list of over 6.000 words, which em» 
brace all such as a graduate of an advanced class should know how to spcli 
Words seldom if ever used have been carefully excluded. The book teaches as 
much of the derivation and formation of words as can be learned in the time al» 
lotted to Spelling. 

PATTERSON'S BLANK EXERCISE BOOK. 

For Written Spelling. Small size. Bound in stiff paper covexs. 

40 Fagres. 

PATTERSON'S BLANK EXERCISE BOOK. 

Yor Written Spelling. Large size. Bound in board covers. 

72 



Each of these Exercise Books is ruled, numbered^ and otherwise arranged \o 
eorresfond with the Spellers. Each book contains directions by which written 
exercises in Spelling may be reduced to a system. 

There is alsp an Appendix^ for Correeted Words^ which is in a convenient fomt 
for reviews, 

Syihe 
in ihirtv 
earefuUy 
henijU ^ filing the entire lesson and correcting mistakes* 




DR. JOSEPH HAVEN'S 

VALUABLE TEXT-BOOKS. 

Dr. Haven's text-books are the outgrowth of his long experience 
&8 a teacher. Prof. Park, of And over, says of his Mental Philos« 
OPHY : " It is distinguished for its clearness of style, perspicuity of 
method, candor of spirit, accuracy and comprehensiveness of 
thought" 



•♦• 



MENTAL PHILOSOPHY. 

1 vol. 12 mo. $S.OO. 

INCLUDING THE INTELLECT, THE SENaSJUTIES, AND THE WILL 

It Is believed this work will be found pre-eminently distinguished for th« com* 
^eteness with which it presents the whole subject 

MORAL PHILOSOPHY. 

INCLUDING THEORETICAL AND PRACTICAL ETHICS. 
Royal 12xno, cloth, exzibossed. $1.7B. 

HISTORY OF ANCIENT AND MODERN PHILOSOPHY. 

Price $2.00. 



Dr. Haven was a very able man and a very clear thinker. He was for many 
years a professor in Amherst CoUege, and also in Chicago University. He pos- 
sessed the happy faculty of stating the most abstract truth in an attractive and 
interesting form. His work on ** Intellectual Philosophy " has probably had 
and is having to-day a larger sale than any similar text-book ever published in 
this country. 

From GEORGE WOODS, LL. D., President Western University of Pennsylvania. 

Gbntlbmbn : Dr. Haven's History of Ancient and Modem Philosophy sup' 
plies rt ffreai want. It gives such information on the subject as many stu- 
dents and men, who have not time fully to examine a complete history, need.. 
The material is selected with good judgment, and the work is written In the au- 
thor's attractive style. I shall recommend its use in this department of study. 

From HOWARD CROSBY, D. D., LL. D., Chancellor of University of Mew York. 

Messrs. Sheldon & Co. have just issued a very comprehensive and yet brief 
survey of the History of Philosophic Thought, prepared by the late Dr. Joseph 
Haven. It is well fitted for a college text-book. 

Its divisions are logical, its sketch of each form of pliilosophy clear and dis- 
criminating, and its style as readable as so condensed a work ran be. I kni»m 
9/ no compendium which give* ike bifni't-eye riew of the hieiory of 
philosophy as ihorouffhly ae ihi» hand-book ofjOr. Haven. 

SHELDON & COMPANY, 

NEVr YORK. 



. 



Sheldon Jb Company s 2'ext'Sooks, 

OOLTON'S HEW GEOGBAFHIES. 

Z%« whole subject in Two Books, 

These hooka are the most rimpUt the most practical, and best 
adapted to the toatUs of the sckoofrxoom of any yet publMed, 

J« CfoUan^8 New Intradtustairy Geography. 

With entiielj new Maps made especially for this book, on 
the most improyed plan ; and elegantly Blnstrated. 

Ilm Cotton's Covntnon Scliool Creograptiy. 

With Thirty- six new Maps, made especially for this book, 
and drawn on a uniform system of scales. 

Elegantly Dlnstrated. 

This book is the best adapted to teaching the subject of G^eog- 
zaphy of any yet published. It is simple and comprehensiye, 
and embraces just what the child should be taught, and nothing 
more. It also embraces the general principles of Physical Geog- 
raphy so fieur as they can be taught to advantage in Common 
Schools. 

For those desiring to pursue the study of Physical Geography, 
we have prepared 

CoUoti's JPhf/aical Geography. 

OneVoL 2to. 

A very valuable book and folly illustrated. The Maps are 
compiled with the greatest care by Geo. W. Colton, and repre- 
sent the most remarkable and interesting features of Physical 
Geography clearly to tlie eye. 

The plan of Colton'*8 Geography 1b the best I have ever seen. It meets the 
exact wants of onr Grammar Schools. The Review is nnsnrpassed in its 
tendency to make thorough and reliable scholars. I have learned more Geog- 
raphy that is practical and available daring the short time we have used this 
work, than in aH my life before, Including ten years teaching by Mitchell's 
plan.— A. B. Hetwood, Prin. Franklin Oram. School, Lotoell, Mass, 

So wen satisfied have I been with these Geographies that I adopted them, 
Asd have procured their introduction into most of the schools in this county. 
Jaxeb W. Thompson, A.M., Prin. qf CentrevUle Academy^ Maryland. 

Any fijf the above sent iy maU, post-paid, on receipt ^ price. 



Sheldon Jb Company's Text-Sooks. 



Mental Bhiloijbphy. 1 vol. 12ino 

Including tlie Intellect, the Sensibilities, and the Will. By 
JosBFH Havbk, Professor of Intellectual and Moral Philos- 
ophy, Chicago University. 

It is believed this work will be found pre-eminently distingaished for 
the completeness with which it presents the whole subject. 

Moral Philosophy, 

Including Theoretical and Practical Ethics. By Josepi. 
Haven, D.D., late Professor of Moral and Intellectual Philos- 
ophy in Chicago University. Royal 12mo, cloth, embossed. 

Hi8toi*y of Ancient and Modern Philosophy, 

By Prof. Joseph Haven, D.D. 

The preparation of this work ran parallel with the studies which filled 
the life of the author, and its completion and revision for publication was 
hiJB last work, 

Burritt^s Geography of the Heavens, 352 pp. 

Surritt^s Celestial Atlas, Large quarto. 
By Prof. HmAM Mattison, A. M., and Elijah H. Burbitt, A. M. 

The popularity of these standard text-books is shown by its sale of more 
than 300,000 copies. Burritt's Geography of the Heavens, as revised by Prof. 
Mattison, is one of the most useM and successfiil school books ever published. 

BULLIONS'S LATIN DICTIONARY. 

JitUlions^s Latin Lexicon (now complete). The cheapest and 
best Latin-English and English-Latin Lexicon published. 1 vol. 

royal octavo, about 1400 pages. 

We recently published a copious and critical Latin-English Dictionary, for 
the use of schools, etc., abridged and re-arranged from Riddle^ s Latin-Ei^lish 
Lexicon, founded on the German-Latin Dictionaries of Dr. Wm. Freund and 
others, by Rev. P. Bullions, D.D., author of the series of Grammars, English, 
Latin, and Greek, en the same plan, etc., etc., to which we have now added an 
English-Latin Dictionary, making together the most useftil and convenient, at 
the same time the cheapest Latin Lexicon published. 



